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“| WAS FAILING SHORTHAND... 
UNTIL | DISCOVERED— 





Look What These Experts 
Say About This 
Wonderful New System 


‘*The key to shorthand speed is regular dictation prac- 

tice, and your records provide the student secretary 

with a rich supplement to such a program. The very 

precise and clear manner in which they are dictated 
makes easier the climb to greater shorthand speed.’’ 

William Cohen, World's Shorthand Champion 

(280 wpm for 5 minutes) 


‘‘In my estimation the dictation system of develop- 
ing speed is the best I have ever seen. 

Thomas Cele, Chairman, Committee on Professional Education 

N. Y. State Shorthand Reporters 


‘**‘Your dictation records are made to order for the 

teaching profession. They ease my chores and make the 

students’ work more enjoyable. By providing graded 

dictation in 1-minute spurts, the results have been 
phenomena!!"’ 

Paul Simone, Author of ‘‘A Stroke in Time” 

Instructor, Columbia University 





ALL RECORDS PREVIEWED 
TRANSCRIPTION KEYS NOW AVAILABLE 


DICTATION DISC COMPANY 


DICTATION DISCS“ 


Amazing New Method 
Guarantees to Increase 
Your Shorthand Speed 
—Get Higher Grades, 





15 Minutes Dictation Disc 
Dictation On Each Records Available 
45 RPM Record in All Speeds! 


Boost Your Salary! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 


Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 


Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Disc just for you. Check below the ones you want. Send no 
money — just the coupon. On arrival pay price indicated plus COD and 
handling charges. Or, enclose cash, check or money order now and we will 
ship your records postpaid. Either way — this method MUST do every- 
thing we say it will or you may return records in 10,\days for full refund. 
Mail the coupon now! 





NEW SPECIAL VOCABULARY SETS 


Special Set No. 38 comprises 31 dif- | Special Set No. 39 con- 
ferent business letters containing 2,442 tains more than 2000 
repetitions of the BRIEF FORMS and repetitions of the 500 
572 repetitions of the PHRASES, dic- COMMONEST WORDS 
tated in speeds of 60, 70, 80 and 90 dictated into 31 different 
WPM. Each of the four records con- letters, also in speeds of 
tains every brief form. 60, 70, 80 and 90 WPM. 














DOUBLE SETS COST LESS AND YOU BUILD MORE SPEED 


Dictation Disc Ca Pacey 


78 rpm—$5.25 per set 





170 Broadway, Dept. TS-11 
New York 38, N. Y. 


plus COD and handling charges. I 


must be delighted or may return rec- ae 


6. ge CD Set No. 38 C) Set No. 41 C) Set No. 44 
Please send me the records indicated. 60, 70, 80, 90 60, 70, 80 100, 110, 120, 130 i) Se Se, 
On arrival I will pay price indicated 4 records—brief forms 4 records—32 different 4 reserde—7.000 words , ‘ 


& phrases, 31 different 
letters, 3,570 words of 


[) Set No. 61 
60, 70, 80, 90 
3 records—2,500 words 


45 rpm 4-record sets $5.75 ea. 


3 records—3,000 words 


letters, 4,000 words of 





ictati C] Set No, 50 - 
— Legal Dictation €) Geentate Gases 
4 records—5,000 words 
of legal dictation, on 78 rpm $14.50 








ord(s) in 10 days for full refund. 


() I enclose full payment now, please 
ship records postpaid. 


NAME 





ADDRESS 





CITY ZONE___STATE 





seer wee een eeseceees eee ees esaeaeesaeseee"% 


1959 


\ r mber. 





C) Set No. 39 
60, 70, 80, 90 


4 records—500 common- 
est words, 3! different 
letters, 3,426 words of 
dictation 


() Set No. 40 
40, 50, 60 


records—32 different 
a 2,500 words of 
dictation 


[} Set No. 42 
80, 90, 100 


4 records—32 different 
letters, 5,000 words of 
dictation 


[) Set No. 43 
100, 110, 120 


4 records—3! different 
letters, 6,000 words of 
dictation 


speeds 80 to 120 








C) Complete Course 
on 45 rpm $18.75 
Includes Sets 41, 42, 43, 
and 44—1I6 records, 119 
all different business 
letters .. 25,000 
words of dictation, 5 
different instructors. 


[) Same as above, 
but including Sets 
No. 38 & 39 $26.75 


ANY 2 COMPLETE SETS (45 RPM) $9.95 ea. 


| 





9 records—60 to 150 
wpm 





33% LP $8.75 per set 


() Set Ne. 71 
60 te 100 
2 records—7,000 words 


2 records—1i0,000 words 





C] Complete Course | 
on UP $16.50 


4 records—60 to 130 
wom 


os 











THIS MONTH ... 
we take a look at the boss—his 
likes, dislikes, habits. 


working routines, problems. We've 


tried to discover just what makes 
him tick. Our chief conclusion: 
he’s quite a guy. 


few 

time for lunch according to most 
secretaries, but time for 

work in the lives of many 


executives. Here our “man of 


the month,” Mr. M. P. Bickley, 





joins two pretty stewardesses in 


setting up a display at a luncheon 
meeting. True, he'll have a 
chance to eat, but all the while 
he'll be selling the value of 

travel on United Airlines. The 
hours from 9 to 5 differ in the 
“Executive Version.” 


TOTEM POLES ... 

seem like an apt representation 
of corporate structure. Kathy 
Larkin explores a big company 
set-up, details the duties of 

its executives. 


MEMO TO THE BOSS... 
just to show we haven’t for- 
gotten the secretary, we 

give her employer a few hints 
on how to treat her. 


BSD... 

Clothes for the new season’s 

big parties... 

Hints on the care of problem skin. 
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This month we switch—from a 
pretty model to an 

office scene. Our cover in- 
cludes all the accouterments 

of the executive life. There’s 
only one thing missing—the 
boss himself. 


Volume 62. No. 3 
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possible, enclose an address label from a recent issue of the magazine. Please 
allow one month for change to become effective. 


Postmaster: Please send form 3579 t . 4 - New 
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take the fumble out of your filing 


file the Globe-Wernicke way 


The record you want in a hurry gets to your desk in seconds 
with Globe-Wernicke filing cabinets and Safeguard Filing 
System. You'll experience a world of difference when you 
see how efficiently Safeguard will streamline your filing oper- 
ation. G/W systems speed finding, reduce costly errors, and 
lower your clerical costs. Your office personnel can learn 
these systems expertly in minutes. You'll never be at the 
mercy of a one-man system or a changing clerical staff. 





Simply Arranged 
Primary guides and 
folders in production 
line positions simplify 
filing motions, Aux- 
iliary guides in “Free 
Space’’ permit ex- 
pansion without dis- 
turbing arrangement. 
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This new concept in record-keeping organization will pay 
you a handsome dividend over the years. At the same time, 
you'll enhance the appearance of your office with metal files 
of functional beauty and unusual durability. (Choose your 
favorite color in a G/W decorator finish.) Call your 
G/W dealer*. He'll be happy to show you 
all the advantages of keeping records “the 
Globe-Wernicke way.” Write Dept. I-11. 


*Listed in Yellow Pages under ‘Office Furniture 





Safeguard Cord 
‘Record Systems— 
yan rs celluloid 
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Thin Papers 
make a fine impression 


Send an extra copy with every letter 


The inclusion of an Esleeck Onion Skin or 
Manifold copy with each letter you send out is 
the best way to see that your letter receives 
prompt attention. 

When your letter is received one copy can 
be routed for action while the other serves as a 
reminder and is on hand for drafting a prompt 
answer. 

You'll find it easy to make Esleeck copies a 
part of your office procedure. They’re easy to 
handle and erase, extra strong because they’re 
made of cotton fiber. Also, 
your printer can show you 
how lightweight letterheads 
and office records can be 
printed on Esleeck Onion 
Skin and Manifold papers 
to reduce your typing, 
mailing and filing expenses. 


Write for our free 
sample book today! 








Thin Papers 


“the most copied thin papers in America” 


FIDELITY Onion Skin 100% Cotton Fiber 
SUPERIOR Manifold 25% Cotton Fiber 
CLEARCOPY Onion Skin 25% Cotton Fiber 


White (regular and fluorescent), Blue, Canary, 
Cherry, Green, Tuscan, Goldenrod. 


For free sample book write: 


ESLEECK 
MANUFACTURING 
COMPANY 


Turners Falls, Massachusetts 
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ELECTRAMAT 1. ..the carbon paper 


especially designed for electric typewriters 


Prnone fs 


Your electric typewriter is only as good as the records it produces. That is 
why Panama-Beaver, leaders and pioneers in the development of highest 
quality carbon papers and inked ribbons for over half a century, have gone 
through years of research, taking advantage of their vast knowledge and 
selected skills to bring you “SELECTRAMATIC.” This carbon paper 
has the cleanest finish ever, is easy to handle and gives you longer wear 
and service. “SELECTRAMATIC” lets you erase without a trace! 
Panama-Beaver’s only business has been, is, and always will be to develop and 
produce superior carbon papers and inked ribbons for all business machines. 


Do yourself a favor—try “SELECTRAMATIC.” 


Call your Panama-Beaver man, always a live wire! 
ALWAYS SEND A “TIMFSAVER™ COURTFSY CARBON COPY 


MANIFOLD SUPPLIES CO. 


Brooklyn, New York 
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Dear Sir: 
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ribbons in nine (9) seconds and never touch the ribbon becaus 
Royal has the Twin-Pak ribbon changer. 


Makes sense to turn in those old slow-poke machines on 
advanced new Royals. Doesn't it? 


New Secretary? 
NO-New Royal! 











ROYAL standard 


World’s Number One Typewriter 


T OF ROYAL MC BEE CORPORATION, THE WORLD'S LARGEST MANUFACTURER OF TYPEWRITERS 
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XEROX 914. All-color office copier works on 
dry, electrostatic principles of xerography. 
Put original paper, magazine, or book on 
desk top, dial number of copies. Six copies 
per minute, up to 9 by 14 inches in size. 
Price, undetermined; monthly rental charge, 
all-inclusive, $95. Write to Haloid Xerox, 
Inc., Dept. TS, Rochester 3, N. Y. 


IDEAS THAT SAVE TIME AND SPACE is the title and the theme of a 
new 12-page booklet. It features a 26-photo presentation, highlight 
ing the latest filing and binding techniques used in business today. 
It deals with efficiency “at the desk, in the file, and on the shelf.” 


From Acco Products, Natser Corporation, Dept. TS, Ogdensburg. 
ef 


EXPANDABLE PAD provides a cushioned rest 
for office machines, a needed rest for desk 
surfaces. Of durable hardboard, it has top 
of moss rubber to keep machines from slid 
ing. Pliant multipreen beneath absorbs 
noise, prevents scratches. Hinged arms open 
to 20% inches. About $5.50 from Raymond 
Packer Co., Dept. TS, 42 Hampden St., 
Springfield, Mass. 





MINIATURE CHECKWRITER does a giant-sized job. Measures only 
6 by 2 inches, weighs less than 13 ounces, and comes in handy-plastic 
container for pocket or purse. Embosses any sum from one cent to 
one billion dollars in indelible red ink. Instructions, ink, and extra 
ink roll included. Unconditionally guaranteed. Price, $9.95, ppd.; 
from Enraco, Dept. Ts, 913 Forest Ave., Evanston, Ill. 


SPRAYIT 408 blows dust and dirt from office 
machines. Weighing 6'% lbs., it has 7 ft. 
rubber tube to pin-point air stream from its 
compressor motor. Price is $38.75. An acces- 
sory spray gun enables unit to spray all 
paints, stains, enamels, etc. Price, $8.95; 
from Thomas Industries, Inc., Dept. TS, 410 
South Third St., Louisville 2, Ky. 








ROLL-A-CHART 


rolls control 
Sales and production entries made on rotat- 


trouble away. 


ing, transparent plastic sleeve that moves 
.cross fixed grid, Has wall hangers, folding 
easel, red and black marking pencils. Price. 
%67.50. For sample chart section, write to 
Conley, Baltzer & Steward, Rol-a-chart, Dept. 
US, 494 Jefferson St., San Francisco 9, Calif. 


New... 


erasers " 
in the 
cosmetic 
colors 

you love > 


~ 





; To err is human. 
To erase —divine, 

with STENORACE 

in new rose and mint 

pastels. Lovely as your 
frosted nail polish and 
lipstick! Color coordinated 

to the very tip, which sharpens 
like a pencil for clean, single- 
letter erasures. Even the brush 

is color-matched to the finish 
of the wood-casing. Just beautiful! 





Tm. Reg. U.S. Pat. Off. and Other Countries 


110th Anniversary, 1849—1959 


EBERHARD FABER 
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EATON PAPER CORPORATION * 


Personality Plan 
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* Make it yours 


* Use it always 
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ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
onty $hBS 





Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
poy postage. 


BANKERS BOX CO., pept. 111 


2607 North 25th Ave. ® Franklin Park, Ill. 


There's a 


TIFFANY°STAND 


that's best for your purpose 


MODEL 5002 


GREATEST ALL 
PURPOSE, com- a a 
pletely safe, 

Stand for costly é 
office machines. 

Adjustable open top... 
noise-escape hatch. Castings cover 
retractable casters; anchor firmly on floor 


MODEL _. - 
8800S = “a 


EXTRA HEAVY 
STAND for many 
types heavier, elec- 
trically operated, 
office machines. 
Square, tubular 





legs. Solid steel top, under- 
coated for sound-vibration abatement. 





For further information 
write Dept. TS 


TIFFANY STAND CO. 


St.Louis 5, Mo 


7350 Forsyth 

























Q. Please explain the correct use of cannot 
it ord 
I hic A is preferred 4 


as one and as two words. 


separate 


{. Although usage is divided. the solid 
form cannot is generally preferred to the 
fact. the Merriam 
Webster Dictionary lists cannot. defining 


two-word form. In 
it as “the compound form of can not.” 

It should be noted, however. that in 
such a sentence as the following the two 
words are correct: She can not only paint 
but she can also sing. 





yet 


Q. When an outline contains several subd 
should the first letter ot 
immediately following the numeral be 
talized ? 


/ 


visions. the word 


{. We understand that your query refers 
to outlines containing several steps. as: 


l. 


(1) 

In such outlines, the standard style is 
to capitalize the first word following the 
identifying number or letter. The only 
exception would be a where the 
items are quantities, in which instance 
small letters would be used: for example: 

1. Equipment needed 
a. 2 flashlights 
b. 6 bath towels 


case 


Q. I am an executive secretary and have 
worked for the same man for a number of 


years. He recently acquired an assistant. 
and I also do secretarial work for him. Nou 
that I am planning my wedding. I am in 
doubt as to whether both men should receive 
invitations to the reception, or just to the 


church? 


A. It would be a polite gesture to in- 
vite both men to the church. Neither man 
should be invited to the reception unless 
you have been entertained in his home. 
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BUSINESS ENGLISH 
l an Hutchinson 
SECRETARIAL PRACTICE 
WE TeL. ne S. Strony 
BUSINESS LAW 
R. Rol ert Rosenbe ra 
BOOKKEEPING 
Marshall Hanna 
TYPEWRITING 
Alan C. Lloyd 
BUSINESS ARITHMETIC 
Vivian W. Aline 
SHORTHAND 
Charles E. Zoubek 


FILING NV. Mae Sawyer 





Q. My employer, an advertising executive, 
has set up letter-typing regulations that 
differ from the usual format. For example, 
I must leave three or four spaces between 
the salutation and the body of the letter. 
between the body and the closing. delete all 
reference initials, etc. Would this type of 
letter be accepted in the business world? 


{. To make learning easier and to de- 
velop more skill in speed and accuracy, 
the philosophy of teaching is to give the 
typing student a general set of rules to 
follow. The teacher knows that more 
specific directions will be given once the 
secretary is on the job. Your instructions 
are being given by an advertising man, 
who prides himself on eye-catching tech- 
niques: and although this distinctive 
letter style is unusual, it is acceptable. 

Actually, there are no set rules about 
typing letters other than that they be cen- 
tered on a page and that the inside ad- 
dress. which should correspond to that on 
the envelope, contain the information 
necessary to get the letter to the reader. 
It is optional as to how many spaces are 
left between the various parts of the 
letter. This is a matter of style and also 
a matter of not having to do a letter over 
because you started too high or too low 


on the page. 


iv. 


Q. What rule necessitates placing a comma 


Uf ae L 


before Incorporated in a company address? 


A. Inc., like Jr., a state name following 
a city, or a year following a day, is con- 
sidered an explanatory term and so re- 
quires a comma both before and after it 
(unless, of course, the abbreviation falls 
at the end of an address line or a sen- 
tence). 

However, the legal form that the com- 
pany uses should be followed if that 
form omits the comma. The legal form 
may be determined from the company’s 
etterhead, 
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ACCO MAKES FILES 


No more frantic searching for papers he took out 
of the file! Acco-bound papers stay put in boss- 
proof, spillproof folders. Saves re-filing...and 
worry. Finding’s faster, files neater. Firm, durable 
folders stand straight, save drawer space. Speedy 
transfers—old file slides out, new fastener slides in. 


ACCOBIND 


GENUINE PRESSBOARD FOLDERS 


ASK FOR ACCO’s new booklet 
“IdeasThat SaveTime and Space” 
—available free at office outfitters. 


Or write: ACCO PRODUCTS, 
A Division of Natser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toronto 


RF) REGO. TM 
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a 9-Lo-d 
test 
is best 





for on-the-job proof of 


speed — ease — precision ! 





For speed and efficiency test Olympia’s amaz- 
ing automatic paper injector illustrated 
above. Set “feed-dial” — pull lever — and 
presto there’s your letter, envelope or label 
—positioned and aligned ready for typing! 


All without time-wasting adjustments. Auto- Exclusive 





matically ejects envelopes and labels. Spring: 
cushioned 
You'll like Olympia’s exclusive “fatigue- keytops 


free” finger-form keytops . . . spring-cush- 














ioned for easier, faster, finer typing. 









Just two of the many advanced—and 
worthwhile—typing aids that make the pre- 
cision-built Olympia the world’s finest type- 
writer to do business with. 


For a trial demonstration . . . consult the 
Yellow Pages for name of your nearest dealer. 


OLYMPIA DIVISION, INTER-CONTINENTAL TRADING CORPORATION, 90 WEST ST., NEW YORK 6, N. Y. 
10 








Q. F hat are the various rules concerning 
the use and placement of reference initials? 


A, The placement and inclusion of ref. 
erence initials are primarily a matter of 
company choice, but students are usually 
directed to follow this general rule: If 
the letter is dictated and the employer 
does not have his name typed under the 
signature line, then type the dictator’s in. 
itials before the typist’s initials. If the 
dictator's name is included below the 
signature, then type only the typist’s in. 
itials. 

There are various rules covering letters 
that have not been dictated. Many com. 
panies require that all letters that are 
typed have the signer’s initials first and 
then the typist’s, but other firms advise 
that business letters composed and typed 
by the secretary have only her initials. If 
reference initials are omitted, but the 
firm wishes to keep a record of who com. 
posed the letter, the composer's initials 
usually appear on the file copy. They are 
placed in the upper left-hand corner 
where bcc notations are also typed. 





Q. Should was or were be inserted in the 
following sentence: He impressed upon me 
the fact that, if it (was, were) not for the 
accuracy of bookkeepers, profits would tum 


to losses. 


A, In the sentence you quote, the verb 
should be were. Were is used to express 
a condition that is contrary to fact, an 
uncertainty, or a wish. Your example 
mentions a situation that is contrary to 
fact. 


Q. My employer often uses the phrase had 
had, as: Mary said she had had some typ- 
ing training in high school. Js this correct 
grammar ? 


A. The sentence you quote is entirely 
correct. It uses the verb form had had to 
express an action that occurred before 4 
certain time in the past, presumably 
Mary’s graduation. This form of the verb 
is known as the past perfect tense. 

The past perfect tense is formed by 
using the auxiliary, or helping, verb had 
followed by the past participle of the 
main verb. As you will remember, verbs 
have three principal parts: present (in 
this case have), past (in this case had), 
and the past participle (in this case also 
had). The fact that the auxiliary and the 
past participle are the same form results 
in the two had’s coming together. If the 
sentence had read, “Mary said she had 
studied typing,” etc., only one had would 
have occurred. 

(Continued on page 71) 
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GETTING READY FOR CHRISTMAS. Arts 
( ooperative Service, Inc.. 322 E. 23 St.. New 


York 10, N. Y. 32 pp. 75 cents. 


To ready yourself for the children 
who are always ready for Christmas. 
Holiday hints on making Christmas tree 
decorations with familiar materials. 
unusual gift wrappings. gift-making 
activities, preparing holiday cookies. 
etc. Special section gives history of 
Christmas music and brief bibliography. 
Only information it lacks—“I]s there a 
Santa Claus ?” 


FEDERAL STENOGRAPHER AND TYPIST 
EXAMINATION, WHAT IT IS, AND HOW IT 
IS GIVEN. Superintendent of Documents, 
U. S. Government Printing Office, Washing- 
ton 25, D. C. 71 pp. 


Designed to acquaint teachers and stu 
dents with the Federal Government's 
stenographic requirements and im- 
proved methods of testing. Includes dic- 
tation tests and specimens of other 
stenographic-typist testing materials. 
Helpful for any girl interested in govern- 
ment work. 


THE EMBATTLED EXECUTIVE. American Man- 
agement Association, Inc., 1515 Broadway, 


New York 36. N. y . 96 pp. $1.95. 


Have the next-to-last laugh before show- 
ing these cartoons to your boss. Text 
and pictures reveal a refreshing aware- 
ness of the boss’ problems and respon- 
sibilities. Subjects of mock-serious ex- 
amination include: “The Gentle Art of 
Decision Making,” “Ten Ways to Petrify 
Progress.” “Where the Day Goes.” etc. 
And you'll wonder where your day went. 


HOW TO GET YOUR FIRST JOB. Gertrude 
Leeds. Atlantic Book Co., 310 Atlantic Bldg.., 
Washington 4, D. C. 48 pp. $1. 


{ guide for girls and women who are be- 

ginners in the world of business. Sug- 
gests job hunter study herself before 
studying opportunities available. Chap- 
ters on “where and how to look.” “job 
letters.” “the interview.” etc.. make the 
search easier once she has chosen a 
profession, 


SAY IT RIGHT. Norman Lewis. The William- 
Frederick Press, 391 E. 149 St., New York, 


N. Y. Two-color. 15 pp. 25 cents. 


Why can’t the Americans teach their 
children how to speak? This booklet 
attempts the task by pointing out the 
most troublesome words in the English 
language and offering correct-pronunci- 
ation exercises. Among things to avoid: 
misplaced accents, too many syllables, 
slurring, affected speech. First impres- 
sions are often formed from your pro- 
nunciation, so “say it right.” 
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There are photocopiers ... and then 
there is this photocopier! Cleanest, fast- 
est, best-performing machine ever! Push 
a button on the Mark II, slip the sheet 
through, and in seconds you have a per- 
fect copy—every time! Make extra 
copies for everyone... they’re prac- 
tically free! Copies any mark on paper. 
Built-in paper container makes copying 
even faster. And you get photographic 
quality with no chemicals to mix! 

Don’t work another day without a 
photocopy machine .. . and don’t decide 
on any photocopier until you’ve tried 
the great new CONTOURAMATIC 
MARK II 











FREE BOOK —“175 Ways 
A Photocopy Machine Can 
Save You Money.” Here’s 
proof no office should be with- 
out a photocopier! So valu- 
able—and it’s free! Write for 
your copy today! 


c“omtoursS 
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THE SECRET'S IN THE 


SEAL-PAK 





Disposable sealed 
plastic container 
changes in seconds 
— fingers never 
touch solution. So 
neat you can wear 
white gloves while 
you change it! 


CONTOURA TEST SHEET 


"In gray... 
$218.90 in red. 





— — 


C Photocopiers 


F. G. LUDWIG, INC. 


- a 





| PHOTOCOPY EQUIPMENT MANUFACTURERS * 551 COULTER PLACE, OLD SAYBROOK, CONNECT 











Here’s the 
New, Modern Way 
to Make 






Carbon Copies! 


1, Pick up the number of Sea Foam 
Bond CARBONSETS you need. 





2. Place your letterhead on top 
and slip into typewriter. 





3, Snap out carbons and copies 
are ready for routing. 


SIMPLE ¢ FAST ¢ CLEAN 


Always specify CARBONSETS 
by name, @he only set using 
famous Sea Foam Bond. 


Teachers-and secretaries - 
write on your letterhead for 
sample kit. 


Write Dept. TS-1159 


BROWNVILLE 
PAPER 
COMPANY 


BROWNVILLE, NEW YORK 














BY E. LILLIAN HUTCHINSON 


KEY TO TEASERS ON PAGE 6] 


Signs of the Times 
These signs appeared in stores, in ads, along highways, and elsewhere. What's 


wrong with them? 


1. Tourists Accomodated 
2. Clearance Sale of Mens’ and Boys’ Suits; also Ladie’s Dresses 
3. Special: Hot Rost Beef Sandwitch 
4. If its a camera you want, we have it 
5. Lost: a pair of long white lady's gloves 
6. Two week’s notice required on special orders 
7. Carmel Sunday, 25 cents 
8. Our vanishing cream is more effective than any cream 
9. Warning: Place No Encu- 
mbrance on This Fire Escape 


10. Hosiery died to match your gown 


From the Thanksgiving Dinner 


Here are some of the items and ingredients found on the typical Thanksgiving 
table. Which of them are misspelled? 


1. bullion 3. sweet potatos 5. gravey 7. mayonase 9. choclate cake 
2. turkey 4, cauliflour 6. celery 8. pickels 10. pumkin 


How Are These Sounds Spelled? 


Substitute for the following italicized phonetic spellings (according to sound) the 
correct spelling of the words. 


1. Greek is no longer taut in most high schools. 

2. As I fot my way through the snow banks, I thaut I would miss my bus. 
3. Brooklyn is one of the five buros of Greater New York. 

4. The police kot the fugitive after searching the house thuroly. 

5. My furniture was brot thru the wrot-iron gates of the front entrance. 
6. We fot our competitors, but our efforts were for naut. 

7. My cold has left me with a wretched kof. 

8. Altho I shopped all day, I have not bot half my cruise wardrobe. 

9. The lower bows of the tree were near the ground, 


10. This letter aut to be rewritten. 


Breath, Breathe, or Breadth? 


Should breath, breathe. or breadth be inserted in the blank spaces in the following 


- 


sentences? 


1. I was completely out of — Chen I reached the summit. 


2. We require another _ _________ of linoleum for the kitchen floor. 
3. It was so cold this morning that I could see my 
4. Sir Walter Scott wrote: “_ 

5 


. This product is known across the _____ 


_______s there the man with soul so dead...” 
—_ : : of the land. 


_ for five counts: then exhale. 


6. Practice holding your _ a 
‘. A ee deeply in this pine-scented air. 


8. Not a om 


9. Please don’t _ 


_ of suspicion has ever been mentioned against him. 





_______ a word of this to anyone. 


10. Did you notice the of the swimmer’s shoulders? 


E Plus 


Add an e at the end of a word meaning: 





Result—a word meaning: 
Pertaining to mankind. Kind, merciful. 
Having to do with a certain place. A special locality. 
. Sung by a choir. 


Ethical. 


Melodious, harmonious 


A simple tune sung in unison. 
A courageous state of mind. 
A social entertainment featuring music. 
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SPECIAL BIG 


a BixUly CHRISTMAS BONUS PLAN 
| | BRINGS BIG SAVINGS TO YOU! 


If you work with pencils, and like them 

sharp, you should always have your own 
personal pencil sharpener within reach... at 
office and at home ! Thousands of successful 
business men and women wouldn’t be without 
this luxurious necessity ...and also provide 

the same step-saving convenience for their staffs. 














With Apsco’s free Christmas Bonus Coupons 
you can’t afford to put it off a day longer! 


APSCO PRODUCTS, INC., Los Angeles + Rockford + Toronto 


“For 53 years, the world’s largest manufacturer of pencil sharpeners.”’ 


LENE SL SYA PE OF AO ENS BS 


2 12-11 
DANDY “SUPER 10” (75¢ off) ram THIS CHRISTMAS BONUS COUPON IS WORTH 
Executive type, top-of 
desk portable model. 
Sharpens all sizes of 
pencils. Adjustable for 
fine, medium or blunt 
points. Automatic 


bn iro 





Simply mail o¢ take this coupon to your 
stationery dealer and he will allow you full 
cash value of 75¢ toward the purchase of 

one Apsco Dandy “Super 10” pencil sharpener. 
( This special bonus offer closes Dec. 31, 1959.) 













CLIP ON DOTTED LINE 
4 TAKE TO YOUR DEALER > 
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feed. NOTE TO DEALER: Apsco Products, Inc., P.O. Box 840, Beverly Hills, California agrees to redeem this coupon for full 
: face valve on reorders in accordance with the Christmas Bonus Pian as announced Attach y 
. 7 . . eS 31, 1 
Ne 678.7 ay! 3 ra NST USAR ew AIS AA ae Christmas 


ity 
offer limited to the continental United 
ee taxed. Offer subject to withdrawal without notice upon 
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DEXTER “SUPER 10” (50¢ off) THIS CHRISTMAS BONUS COUPON IS WORTH N 
A heavy-duty sharpener Simply mail or take this coupon to your a4 
for general office use. stationery dealer and he will allow you full rs 
Dial selector for multi- cash value of 50¢ toward the purchase of one O 
sizes of pencils. Adjust- Apsco Dexter “Super 10” pencil sharpener. 4 
able for fine, medium or ( This special bonus offer closes Dec. 31, 1959.) ; 








biunt points. 








NOTE TO DEALER: Apsco Products, inc., 7.0. Box 840, Beverly Hills, California agrees to redeem this coupon for full 
sate webu G8 seerdere fo enserdente wih the Keene Civatnee Danes Vise 0 Sansuases ittach your accumulated 
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=u GIANT (25¢ off) THIS CHRISTMAS BONUS COUPON IS WORTH 
& ™ The everyday workhorse Simply mail or take this coupon to your 
= = : of the pencil sharpener stationery dealer and he will allow you full 
S S b) industry. Over 7,000,000 cash value of 25¢ toward the purchase of one 
= in use in offices, stores, Apsco Giant pencil sharpener. 
rs © : homes and schools since ( This special bonus offer closes Dec. 31, 1959.) . 
Sw 1947. Dial selector. NOTE TO DEALER: Apsco Products, inc., P.0, Box 840, Beverly Hills, California agrees to redeem this coupon for full p 
<1 Coupons to Your re-stocking ever snd Tull credit will be gegucted from your wwoice, (Oesler resemptign ofter closes 
< -, - ~ — . 31, 1960, one month efter close of consumer offer.) Mail to Apsco, or ad Apsco selesman. Your r 
= r oa ial Christmas Bonus opportunity is made possible Dy this special, direct Apsco-to-deasier pian 
_ a iyo d This offer limited to the continental United es and its possessions. Offer void where prohibited. reguisted oh ™ ~ 


taxed. Offer subsec’ to withdrawal without notice upon redemption of coupons then outstanding in desiers hands 
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Esterbrook Makes a Point—for Bess 


Wee Steno Bess was sent to see 
The personnel man at McGee. 
He sought the very best in town 
For busy, grumpy Mister Brown. 











“Bess,” he warned, “‘the girl we need 
Must take Gregg with engine speed. 
Correspondence will be VAST!” 


Bess said, “Esterbrook is fast!” 


(What poise! Of course, she’s referring to Esterbrook’s 
comfort and smooth writing ability.) 








“Too,” he said, “‘and in conclusion, 
Mister Brown won’t take intrusion. 
Accuracy’s a must, I fear.” 


Bess said, “Esterbrook writes clear!” 


(Always! Esterbrook’s Gregg-approved point |No. 1555] 
writes the even line so important for legible Gregg!) 





Mister Brown now cracks a smile— 
Work flows like the River Nile. 
““She’s a jewel,” he crows in praise! 


“Tl put that girl in for a raise!” 
(I should hope so!) 





Bess didn’t get a chance to mention that Esterbrook is the only fountain pen 

with a Gregg-approved replaceable point (No. 1555). (Just one of 32 
precision-made points. One for every writing need.) 

Or, that you can replace damaged points in seconds — for an economical 60¢. 












® 
sterlrook —the only Gregg- 


approved pen with replaceable points. Just $2.95 
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To Gift or Not To Gift. Here are some hints for the 
executive, the secretary--and that Christmas rush. 
(1) Match gift to the recipient's position. Extrava- 
gant gifts look like bribery. (2) Choose each gift 
individually. (3) Choose items that are durable, 
useful, and dependable. (4) Personalize gift with 
recipient's name or initials. (5) Package each gift 


attractively. (6) Include personal note. (7) Deliver 
at home. 


For Those Late Sleepers. Simmons has developed a se- 
cret weapon in the fight against alarm clocks, a bed 
so timed that the top half rises at a certain 

hour. Still half groggy and dreaming sweet dreams 


of that pay check, you are nudged gently up and out 
to earn it. 


Sherlock Holmes, Anyone? Personnel workers have finally 
discovered the lie detector. Armed with this, a 
small number have been playing cops and robbers among 
new applicants and old employees. Company executives 
may be next in the line-up. Any comments...? 


What Makes a Success? Here are some ideas to play with. 
(1) Most ambitious people prefer importance to money. 
(2) Most failures stem from inability to get along 

with others, not inability to get on with the job. 

(3) Widespread education makes today's success story 
eaSier to write than yesterday's. (4) A boss" beSt as- 
set is his skill in communicating ideas. (5) Best way 
to succeed=--learn your boss’ job as well as your own. 


So You Have To Make a Speech? Try this: (1) 
your own way. (2) Talk loudly and vary the pitch of 
your voice. (3) Limit yourself to a few good points. 
(4) Don't distract the audience by fidgeting, mis- 
pronouncing. (5) Avoid clichés and "pet words." 

(6) Avoid inappropriate jokes, but make it lively. 
(7) Work hard on your ending so you “leave ‘em where 
you want ‘em." 


Say it in 


CAFFEINE CRAZE is still booming. On any winter's 
day of '58, 27 million answered that "cream or 
Sugar?" question...N.Y.'S NATIONAL BUSINESS SHOW 
(Oct. 19-23) had more than 300 exhibitors from the 
U.S. and 50 foreign countries...THOSE PLUSH OFFICES 
get costlier every day. Keeping the boss comfort- 
able now hits between $1,000-$3,000 before accesso- 
ries...BIGGEST "FISH STORY" of the year--skin diving 
has made the executive calendar. Besides fish and 
fun, this new sport offers the old lure of buried 
treasure and, for intrepid artists, the opportunity 
to paint underwater. 
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PERIODIC PAIN 


Midol acts three ways to bring 
relief from menstrual suffering. 
It relieves cramps, eases head- 
ache and it chases the ‘“‘blues’’. 








Sally now takes Midol at og 
first sign of menstrual distress. 


“WHAT WOMEN WANT TO KNOW" 
a 24-page book explaining menstruation is 
yours, FREE. Write Dep’t TS-119, Box 280, 


New York 18, N.Y. (Sent in plain wrapper). 
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ELECTRIC TYPEWRITER 
COMPARISON CHART 





Smith-Corona...the electric 
that challenges comparison 





Corona 








ae 


Smith-Corona 








AUTOMATIC MARGINS 


(one-hand, one-step operation) 


FASTEST PERFORMANCE! FINEST FEATURES! FIRST 


Y IN VALUE! Compare the Smith-Corona Electric Type- 





ON-OFF SIGNAL LIGHT 


writer with the rest, and you’ll see why it’s rated 





ERROR CONTROL 


(eases corrections, line justification) 


best! Call your nearest Smith-Corona representative 
for a demonstration, and test the Smith-Corona 





PAGE GAGE 
(accurately indicates bottom margin) 


Electric before you decide on any new typewriter! 





KEYBOARD SLOPE 
(fits natural finger movement) 





CUSHIONED TOUCH 
(ends fingertip jar at stroke end) 


SMITH -CORGNA 





WORLD’S FASTEST 
ELECTRIC TYPEWRITER 








SSSI 














Electric 











16 


TODAY’S SECRETARY 











TODAY'S SECRETARY | November 1959 



























Bowar is « Boss? who has the job and the salary | want.” likes and dislikes? What does he do 

The answers to this question are as Whatever the answer. it’s obviously from nine to five? What are his prob 

numerous as the people making them. timely and highly personal. The man lems? What do his employees think of 
as varied as the bosses inspiring them. who respects and admires his present him? 

hey range trom the highly favorable superior will allow that admiration to First and loremost. every boss is a 

“Someone of prove ibilitv.” “Wonder creep into his definition rhe girl who's human being—a fact that might possibly 

il to work tor \ living doll” to the working tor Simon Legree can t disguise surprise some readers He mav have the 

nundane “The guy who pavs my sal her an ipathy to her the word “boss” disposition of an angel or the devil 

inv” to the ce right hostile “Simon has unpleasant connotations. own temper... hie may resemble i 

egret ‘Stingy old cuss.” “The man But just what is a boss? What are his matines idol or stop clocks with his 

lace ...he may be a gem to ork 

for or a martinet who's a stickler for 

details. But he's pretty mu Ike « ! 

9 one else only differences. title and 
Today's Secretary looks at THE BOSS =: 

Chances are that he’s in his forties. 
and worried about his slipping vistiine 
or that thinning hair on top. He's been 

— married for some twenty-odd years. lhe 
results: two childern and a home col 
plete vill mortgage inns suburbs. 








lf he doesnt live in or near a large city. 


he probably drives to work lf he does. he 
commutes by bus. subway. train. or even 
vale helicopte A depe nding on 

ust how far hes arrived 


His salary may range from 
the thousands to the hundred 
thousands. Average: the $20. 
000 plateau. Back when he 

started out this would have seemed 
like heaven. but now he looks at the 
bills for food. tuition fees (his children 
will all go to college). gas. the new clothes 


drver: and he wonders just how long he 





an keep his head above water. 


Money or the lack of it serves 











ember, 1959 17 





as a spur. driving him to a better job at a higher salary. 
whether he wants it or not. 

More likely than not, he engages in some sport—with 
golf the heavy favorite. followed by swimming. boating. 
tennis. He likes to join the morning “bull” session and 
discuss the previous night’s ball game. the big fight. or 
even the stock market (indications are that he owns 
stock in his company as well as in others). He may 
even fancy himself as an amateur chef, gardener. furni- 
ture builder. bird watcher. Steak. roast beef. Scotch. 
bourbon, apple pie, and chocolate cake are on his pre- 
ferred list. 

He’s probably planning to retire at sixty-five. and, 
frankly. the thought frightens him a little. For his job 
has occupied a major portion of his life—what will he 
do when it’s over? Best not to think about it. he reasons. 
Something will turn up—doesn’t it always? 

Just what does his job entail? One definite feature 
is responsibility. This may mean supervision of a com- 
pany with 10.000 employees or it may be control of a 
one-man operation. It may involve billions of dollars 


or it may be mere thousands. It may mean a beautiful 





office—-complete with important personages. weighty 
decisions, and a towering expense account. Or it may 
mean an oflice behind the files—and a diet of lengthy 
and scholarly reports. The details differ, but the basic 
concept of responsibility is there. It is the willingness 
to accept responsibility, to take on something new. some- 
thing bigger. that has placed a boss in his position. 
Too often. people tend to look at those in management 
with disdain or envy. Why should Mr. Boss get $40,000 
a year while Joe Clerk gets only $5.000? Why should he 
have a plush office instead of a desk in the pool? Why 
can he come in at 9:30—just who does he think he is? 
Yet these very detractors. while willing—nay. even 
eager—to accept a munificent salary. a big office. a 
chance to hobnob with celebrities. would balk at giving 


the time. energy. and plain hard work necessary in an 


executive position. Instead they duck decisions. pass the 


buck, try to do as little work as possible. The word 
“boss” will never be applied to them—luckily. 

People. as you might guess. are a main cause of con- 
cern to the boss. He must be able to pick the right 


personnel, see that they are properly trained. keep an 


Honest, fair, intelligent, flexible, able to = 





handle people—this is the ideal boss. 
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eye on their progress. He must know when a promotion 
is deserved. when a talking-to is in order, when friction 
appears in a department. 

He must listen to complaints about salaries. hours, 
the girl at the next desk. or the salesman who hasn’t 
heen living up to expectations. The office is too hot 
in the summer. too cold in the winter. Lunch hours 
aren't long enough—-and why not three weeks’ vacation 
instead of two? Employees are rarely satisfied. 

It isn’t only the people under him who present a 
problem. Unless he’s the chief executive in the company 

and even then he may have to answer to a Board of 
Directors he is under constant pressure from above. 
He is expected to produce an amazing amount of work 
from himself and those who work for him. If a mistake 
is made. he must answer for it: if a remarkable success 
occurs, chances are that someone upstairs will try to take 
the credit. And. perhaps most important. he must always 
stay within his allotted budget. 

In many large companies today there is an additional 
facet to this problem. Policy decrees that executives 
conform to a set pattern—regarding everything from 
making out reports to the choice of restaurants. From 
this has emerged the so-called “Organization \lan”—a 
character who looks. thinks. talks just like everyone 
else. Under such conditions, many a man is faced with 
a dilemma: to work freely on his own, giving full scope 
to his own natural talents. or to remain quiet and fall 
into line. Too often, the latter choice is made—why 
risk a job just for the sake of speaking up? 

Second only to the problems with people. executives 
indicate, is time—or the lack of it. The normal seven- or 
eight-hour work day just isn’t long 
enough to deal with heavy schedules. 
One reason is the string of conferences 
and meetings that occur in most offices. 
In large companies, too. any major 
decision must be okayed by an entire 
chain of command. A man may work 
out plans for a new project. send them 
up higher, then be forced to check up 
often to see what stage they have 
reached. Days and weeks may ensue 


before he gets the final go-ahead. 





Phone calls and visitors are also fre- 
\ quent—and time-consuming—interrup- 
tions. 

Hence the brief case taken home at 


night. the weekends devoted to catching 








up on work rather than to relaxation. 

The boss who wants to handle his 
job successfully must be able to take 
these and other problems in. stride. 
Greatest asset in his fight: the ability 
to work with others. Just about any- 
thing can be accomplished if contacts 
with people both in and out of the 
ofiice—run smoothly. 





Integrity is also important. Contrary 


to what you might have heard, it’s 


the honest man who gets farthest, fastest. The knowledge 
that he can be trusted influences others favorably. 

The pace and tensions of modern-day living make 
stamina a necessity for any executive. He must be able 
to work hard for hours. under pressure. often go along 
on little sleep. and vel always appear fresh. eager. and 
raring to go. He must deal with crises calmly in a 
manner that will be an example to other employees. 
Letting off steam can be an expensive luxury. 

Employees expect their boss to be fair in his dealings 
with them, to know automatically the right side in a 
disagreement. to respect their rights, and to evidence a 
certain amount of appreciation for a job well done. 
Ideally. he should be as wise as Solomon. as clever as 
Machiavelli. with the wit of Victor Borge. and the charm 
of Cary Grant. And if he’s generous with money, so 
much the better. 

Of all employees. secretaries probably have the best 
vantage point for boss observation. Just what do they 
see when they look at him? 

In general. he’s the man who says “Good Morning.” 
and “Good Night.” neglects reprimands for lateness, 
dictates fairly well. works hard and long. He remem- 
bers Christmas. but overlooks National Secretaries Day 
and anniversaries. According to the majority. he gives 
his secretary responsibility and uses her time and ability 
to best advantage. (Proof that bosses are pretty smart. ) 

His best qualities? Here the answers vary. Under- 
standing, intelligence, sense of humor, fairness, patience 
head the list. Others: “He likes children.” 


or no attention to me.” 


“Pays little 
“Can handle women, especially 
if they are upset.” 

But all is not entirely sweetness and light. Bosses 
have their faults. too. Procrastination is the most com- 
mon—a fact that’s in direct contrast to the executive 
complaint of too little time. Forgetfulness, tardiness, 
untidiness, and attempting to do too much are others. 

When asked what one habit of their bosses they would 
like to change. secretaries came up with some lulus 

vetting ashes all over the desk after I’ve dusted it 
his manners 

he won't go after his unpaid accounts, maintaining 
that most things come to him who waits 

smoking cigars 

worrying 

yelling “hello” into the phone before | have a chance 
to find out who's calling 

keeping his false teeth in the file drawers 

Faults or not, most secretaries remained true to their 
present employers. Why ? “lve become accustomed to 
his face.” said one. “Ninety-five per cent of him is great 

the other five per cent is bearable.” commented 
another. The clincher: “The next one could prove to be a 
real problem.” 

Again, time and personality motivate the answers. 

What is a boss? Pared down to essentials, he’s a hu- 
man being with good qualities and bad, an individual 
with special abilities and special problems. 

You might take a long, objective look at your own 


boss. He may be better than you think. 
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8:45. First order of the day npack 


ing a Oriet cose Tilled witnh work 


¢¢Back in the early days you 
had to carry the whole business around 





in your brief case. Not any more, 
but there's still a lot to 
transport back and forth.°° 


n 


r k 
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¢él try to get all dictation over with 7 

first thing in the morning, before u 

tackling anything else. Then you S| 
don't have to think about it for the 

rest of the day—and neither does | 


your secretary.°° 
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gear saghe NOTHING like enthusiasm to 
make a job interesting, exciting, worth- 
while. “Bick” Bickley’s job is planes and 
people. He’s definitely enthusiastic about both. 

“I'm glad I’m living in the jet age,” he 
comments from a comfortable perch on the 
corner of his big desk. “Six and a half hours 
to London, five and a half hours to the West 
Coast, less than five hours to Hawaii. Fantas- 
tic . . . yet in a short time it will take only 
half that long. 

“And the people. Almost everyone flies 
now... well get them all eventually.” 

\ medium-tall man with thick eyebrows, 
keen eyes, and a closely cropped mustache, 
Mr. Bickley combines the friendly approach 
of the born salesman with the confident atti- 
tude of someone who knows whereof he 
speaks. And he speaks easily and well. 

As Eastern Regional Sales Manager for 
United Airlines, his territory includes 
ten regional offices—with main head- 
quarters In New York. Also in his 
bailiwick—London, a fact that leads 
to more than a little ocean hopping. 

Like the company’s other sales di- 
visions, the eastern area is given an 
annual sales quota—with each branch 
responsible for a certain number of 
dollars. The job: to meet the quota. 
The goal: to go flying right over it in 
a flurry of tickets and dollar bills. 

Naturally, the attainment of such a 
goal means that an ever-increasing 
number of passengers must be _per- 
suaded to fly on United's planes. But 
just how do you go about selling the 
public on the merits of one airline 
over another? 

The answer to this question forms 
the nucleus of “Bick” Bickley s job. 


; , : ae 0. Work on nking 1 planning J me 
Basic, of course, is advertising, but , 
_ a oenng ls q . An s renorded oe 
this is only the beginning of any “sell” cam- 4 . 
. . . ¢¢You have to be aware of what the competition is doing ... you have to come up with 
paign. From there on in, the Sales Depart- . P 9 y P 


ment takes over. Travel agents must be con- 
tacted to show them just why their customers 
should fly United. So must large companies 
whose executives do a great deal of traveling. 

Then there’s the value of seeing the com- 


pany s name in print— ~ favorable pub- 
(Continued on page 56) % 


for Washington. Business 
trips are frequent, result 
some well-worn luggage, tc 


little time in New York. 


away. And | think she likes 


catch up on her filing.°? 





new ideas constantly. United has an excellent reputation—it's up to us to maintain it.** 





with one of the c ompany’'s solesmen Main top 


¢¢Helen can manage when I'm 


it when I'm out of the office. 
Says it gives her a chance to 


éélt's always good to get an ‘on the spot’ report. Sometimes one 
sentence or even one word will generate a whole new train of 
thought, and your problem is well on the way to being solved.** 





















































6éThere's no getting away 
from the telephone—it's 
always with you. Each time 
you pick it up you wonder 
what's at the other end— 
friend or foe, disaster or 
success. It could be almost 
anything.°? 
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By RAYMOND WELLS 


ENJAMIN BALDWIN III leaned back in his soft. 

leather chair, breathed a sigh of pure comfort, and 
puffed on his Corona cigar. Opposite him sat a balding 
and potential client, John Goodhue. 

Baldwin smiled at him and casually pressed one of 
the white buttons that lay rank upon rank across the 
gleaming mahogany desk. His secretary appeared in 
the doorway. 


“Miss Carruthers,” 


snapped Baldwin, “Hand me the 
Goodhue memo.” 

Miss Carruthers obligingly fetched the memo from one 
end of the sprawling desk, handed it to her boss, and 
hesitated slightly. 

Baldwin said nothing. 

Miss Carruthers efficiently disappeared. 

The incident is real, although Miss Carruthers and 
her boss are not. It is duplicated in many offices across 
the country; and though most bosses are probably closer 
to the ideal executive than this image of a modern 
Scrooge, there are still enough Scrooges in the world to 
make trouble. 

These are the Milquetoasts of the home, who, Monday 
through Friday, are transformed into the free-wheeling 
tyrants of the office. To them, the secretary is only an 
instrument for improving status, not a human being. 
Like a typewriter, she is cold, efficient, and able to take 
endless pounding. 

At one minute to nine, she may have been Susy Jones 
a girl with a home, two small brothers, and reasonably 
adoring parents. But let that office door close behind 
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her, and she becomes part of the sign language that 
spells her executive's success. 

He has a secretary. He has arrived. 

In arriving, he treats his “Miss Carruthers” as a 
tool of his executive ego. 

The fault seems to lie in two main areas: the attitude 
and the method of working with one’s secretary. 


Attitude 

Lack of Respect. The above symptoms describe a gen- 
eral lack of respect for the secretary as an employee 
and an individual. No allowance is made for her per- 
sonal dignity. 

There is another side to this, of course. Too many 
secretaries are not proud of the jobs they are doing. 
Too many will not stand up for themselves and command 
respect. In a sense, that’s the root of the problem. 
Lack of Consideration. One girl reports that while tak- 
ing dictation she dropped her pen. Her boss, nearer 
to it than she was, sat immovable. Now a teacher, she 
is still dropping things, but with a difference. Some 
twenty-four children rush forward to do the retrieving 
for her. 

Says Mr. Executive, “It’s all right if you have to work 
overtime again tonight, Miss Reed. I know it’s the third 
time you've canceled this dinner date, but, after all, 
you're the secretary of an executive now. You have to 
expect these things.” 

And what the executive didn’t say, “Good morning, 
Miss Reed.” 

Much of this could be prevented by a cardinal rule 

of office relationships—secretary is not another word 
for servant. 
Lack of Appreciation. Some secretaries put a great 
deal of thought and effort into their work, whether typ- 
ing lengthy reports or note-taking at an even lengthier 
board meeting. When a girl struggles through events 
like this, it’s so easy for the boss to say “Good work, 
Mary” or “Thank you.” 

It’s so short-sighted of him to growl, “It took you long 

enough. I gave that report to you this morning.” 
Lack of Participation. Any executive who fails to give 
his secretary a feeling of participation in the broad 
goals of his company or department is failing himself. 
The secretary who realizes that a letter may be a very 
important document, and not just a typing chore, will 
work on it to the best of her ability. 

For example, instead of simply handing the secretary 
a 10-page report and saying, “Type me three copies of 
this,” faster and more accurate results are obtained by 
explaining, “This is the report of yesterday’s board 
meeting. We need extra copies to mail to our overseas 
officers.” 

In this way, the paper will come alive. It is no longer 
a routine typing job but an important assignment. 

Secretaries should be included in general company 
activities and events. For example, if a new film is to 
be shown, seats should be reserved for the secretary as 
well as the “brass.” After all, she’s on the same team. 


Why should she be treated 


(Continued on page 54) 
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The Organization Totem Pole 


BY KATHY LARKIN 


EVEN-THIRTY 


her alarm goes off, chokes on some orange juice, and 


... the average secretary groans as 


takes a running head start toward the office. Once there. 
she may need all her powers of concentration to keep 
both feet planted firmly beneath her and her eyelids 
wide open—at least until that coffee wagon looms 
through the early-morning fog. When that happens, she 
may begin to smile at what she thinks are just familiar 
faces, old landmarks that prove the day has begun. 

She is wrong. What she is looking at is an organiza- 
tion—a group of individuals operating within a system 
for a common end. In most cases, of course, this means 
a salary. 

For Mr. George T. Potter, it is much more. 

Mr. Potter is the president and major shareholder of 
the company. In other words, he owns a good part of 
the business. Only one thing stands above Mr. Potter 
the Board of Directors. 

The Board, acting as a caretaker government for the 
stockholders who elected them, directs the administra- 
tion of the business and selects the president of the 
company. A busy group, but the activity that probably 
delights them most is the declaring of dividends. 

They didn’t always have much to declare. Business 
had been bad until one day George T. Potter the presi- 
dent realized he must increase dividends for George T. 
Potter the stockholder. He decided to reorganize the 
organization. 

What caused this spurt of energy? A survey. 

George had asked twenty of his executives to define 
the scope of their jobs in writing. The twenty did 
proving that all thought they were doing the same job. 
(This, of course, left nineteen other jobs unaccounted 
for.) 

Never a do-it-yourselfer, George had no time to take 
over the nineteen jobs himself. In fact, as the survey 
revealed, he had no time for his own job. His hours 
were devoted to listening to, and trying to untangle, the 
problems of his twenty confused executives. 

It was, thought George, one of those things he had 
often read about—a vicious circle. 

He retreated to his office, locked the door, fortified 
himself with aspirin, and sat down to write a blueprint 
for action. 

At last, one grey evening at seven o'clock, George 
uttered a weary sigh of relief. He was finished. Nothing 
remained now but the “battle of the Board.” 

The next morning, George entered the Board room 
with his plans clutched firmly in one shaking hand. He 


Vovember. 1959 





Board 
rae 
Directors 


Executive Committee 


President 


Executive 
V.P 


“Ass't 
(Economics To" 


Legal Specialist 


Treasurer Courcil 


VP 
Production 


VP VP VP. VP 
rata Urea mm UWloae Wiecnud 


sat down long enough to doze through the minutes of 
the last meeting, then rose to do battle. Some hours 
later, he had won the first round. The Board had de- 
cided to let their Executive Committee (the equivalent 
of a fact-finding subcommittee) investigate the matter. 

When the red tape was finally unwound—several 
months later—the Board had endorsed George’s plan in 
the name of good business and the assorted, absent stock- 
holders. Amalgamated Glue now was to have seven major 
departments with one vice-president in charge of each. 
These gentlemen had been selected from George’s twenty 
confused executives. They were the least confused. 

The remaining executives were given administrative 
jobs subordinate to the seven VP’s. Beneath them were 
the managers and supervisors who were responsible for 
the production rate and behavior of their men. 

All jobs were clearly defined as to duties and 
authority. 

First of all came the Research Department. This was 
composed of some forty scientists, all secluded in a 


laboratory on the top floor. (Continued on page 65) 
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ODAY’S SECRETARY is way ahead of her sisters 

of yesterday. 

Her job is made easier by modern office equipment, 
much of which was unheard of even twenty years ago. 
Electric and electronic machines turn former drudgery 
into almost pleasant tasks. This gives her more free 
time for herself and many more things to do in that time. 
And she has more money than did her sisters of a few 
years ago. 

Of course, there are more things for her to buy, too. 
And many more places to spend that money. Travel 
is easy and vacations in faraway lands are practical. 
These are even available on a “go-now-pay-later” basis, 
as is almost everything else she wants. 

If she should want to put away some of her money 
for any conceivable future use, she can do that on the 
installment pian, too. At the same time, she can make her 
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dollars earn more money for her by investing. If she’s 
completely conservative. wants to take no chances, she 
can do this through Government bonds in a_ bond-a- 
month plan, or open a regular savings account. 

But if she’s really today’s secretary, she can put her 
money to work in today’s investment medium—mutual 
funds. Chances are few secretaries have enough spare 
cash to afford the services of an investment counsel, but 
these same services are available through mutual funds. 
By buying one share in a mutual fund, she actually gets 
a share in dozens of companies in all fields. 

She spreads the risks that might confront her if she 
were to try to “play the stock market on her own.” And 
she can honestly expect to get a better return in a shorter 
period of time than from Savings Bonds or banks. 

Let Edna F. McKiernan, vice-president of First Mutual 
Securities of America. Inc., explain the situation: 

“It is wrong to think of women as being ultraconserv- 
ative. They just want the most for their money—the 
best investment management and research. and sound 
capital appreciation opportunities. Of course, they wor- 
ry about inflation, as any prudent investor should, but 
they are interested in genuine growth opportunities.” 

Mrs. McKiernan should know, too. She is the only 
woman wholesale representative in the $15,500,000,000 
mutual fund industry and is responsible for contractual 
plan sales and regular share sales of two different funds. 

The mutual fund concept is not new. It dates back 
to early nineteenth century Europe and first became 
popular in the British Isles when individuals pooled 
their money to buy securities with the aid of professional 
management. 

The idea spread to this country and became very 
popular—though unregulated—in the boom days of the 
middle and late twenties. The Crash of °29 hurt the 
funds—more particularly the closed-end type that was 
favored then—along with virtually all other methods of 
investing. 

Lengthy Governmental reviews of the situation 
brought about a series of guidance laws that are strictly 
adhered to today, and the industry goes merrily on its 
way. 

The sales appeal is still the same as it was back in 
the nineteenth century: “Never put all your eggs in one 
basket.” 

The investor buys shares in a single mutual fund that 
may in turn own shares of a hundred or more companies 
in all fields. 

For this spreading of risks, managed by professional 
investment companies, the shareowner must pay a sales 
commission (called a “load fee”) that can run as high 
as 9 per cent. Unlike normal stock transactions, how- 
ever, the investor pays nothing to redeem shares. And 
the mutual fund is committed by law to buy back all 
shares it issues . 


(There are a few so-called “‘no-load funds” that do 
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Behind the funds... 
Boston Fund checks on B. F. Goodrich’s new tire cord. 


Top: Research—Edward Motley of the 


Center: Pricing—employees of the Wellington Fund and 
the Wellington Equity Fund at work in the “pricing room.” 
Bottom: Information—Charles Salik, president of Elec- 


fr 


onics Investment Corporation, learns about missile parts. 


not charge a sales fee. These are usually managed by 
regular stock brokerage houses and charge a small fee for 
redeeming shares. Thus, if the fund has performed 

well as expected, this redemption fee, though smaller 
than the sales fee, could equate in terms of the complete 


ivestment. ) 
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What should appeal most to secretaries. and to women 
in general, is the price of mutual fund shares. Where 
regular stocks average between $50 and $60 a share. 
mutual funds find that the ideal selling price is some- 
where between $10 and $20 a share. Indeed, the largest 
fund of all, Massachusetts Investors Trust runs generally 
between $12 and $14. 

Then, too, women are usually interested in the flexible 
nature of mutual funds. They can be selected to meet 
almost any need—present or future income, high risks 
(but still lower than regular stocks) or low, dividends 
or long-range growth through reinvestment. 

Payments can be made on a regularly scheduled basis, 
or when the spirit moves the buyer and she has the 
cash. She can sell out at any time and get the cash al- 
most immediately and without redemption fees (except 
in the “no-load” funds). 

The purchaser can select from funds that invest in a 
variety of common stocks, balancing risks on occasion 
by shifting into cash or defensive issues, or from the 
ultra conservative balanced funds—those that maintain 
balance between bonds, preferred and common stocks. 

The more venturesome investor has the choice of in- 
come funds—those that set out to provide a relatively 
high rate of income, with proportionately higher risks 
—or specialized funds that concentrate more on the 
glamor fields—atomic energy, chemicals, electronics. 
television, aviation, jets, missiles, Texas, Florida, auto- 
mation. 

There are also bond and preferred stock funds that 
are aimed more at the professional, sophisticated in- 
vestor. Such people use these funds as supplements and 
hedges to their regular investment programs. 

Just as there are a variety of funds—over 216 in this 
country, Canada, and Mexico—so there are a variety of 
ways to buy shares. Most people still buy mutual fund 
shares only when they have the extra cash, although the 
contractual plans are the fastest growing method of 
vesting in the field. 

The cash purchaser need only pay the amount he can 
afford. This is the “asked” price as shown in news- 
paper tables and includes the “load fee.” (The “bid” 
price is the net asset value per share, not including the 


“load.” ) (Continued on page 53) 
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Tangible proof of 
investment—a share 
in the One William 
Street Fund. 


Met M eS. 



















BY DR. CLARENCE SEIDENSPINNER 


SPEAKE 








HANDLE WITH CARE 





AVE YOU ever gone to a meeting 
and discovered one of your friends listed 
as master of ceremonies? Have you ever 
twisted uneasily as he handled arrange- 
Have 


you ever thought, “I wish he’d sit down 


ments and made introductions? 

and not try to make the speech himself.” 
In this age, when exponents of the 

soapbox art are increasing, you probably 

have. 

fact, for 

we Americans are inveterate speech-lis- 


It is almost inevitable, in 
teners. Hopefully we trudge off to our 
noonday luncheon clubs, to ladies’ sewing 
circles, to church and civic organizations, 
school 


to business, professional, and 


groups, to . . . but why go on? It is 
enough that we go, we sit, and we wait 
in trepidation for whatever the program 
committee is sending our way. 
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Often, of course, we have known the 
best (or worst) beforehand because we 
were part of that same program commit- 
tee. Still uncertain as to exactly how it 
happened, we found ourselves engaging 
the speaker, arranging for his entertain- 
ment, paying his fee, presenting him to 
the audience, and—if necessary—speed- 
ing him out of town by a side exit. 

When this happens, either to you or 
your boss, it’s convenient to know some- 
thing about the job. Points to note: 


Is any local celebrity, also a member of 
your club, able to make the speech? 


If so, he should have first consider- 
ation. Why go out of town for a person 
with specialized knowledge if you have 
such a person in your own group? But 
take care . 


If he can’t organize his material into 
an intelligible outline: if he can't be 
direct with his audience because the 
cobwebs in the upper right-hand corner 
of the room fascinate him: if his voice 
has a quaking tremolo: or if he can't ter- 
minate his speech, but circles around 
like a crow looking for a clean post on 
which to alight, then he should not be 
chosen to speak. After all, you have an 
obligation to protect the audience too. 

If he is good, however, why not try 
him out? 


Should a club member be paid for his 


$} veech ? 


No—unless the situation is strictly a 
commercial one. None of the other mem- 
bers who serve on the different commit- 
tees expect to be paid. If one of the 
group has the ability to make a good 
speech, he can reasonably do this as part 
ol his service to the organization. 

Some sign of appreciation is expected, 
however. This may be nothing more than 
a note, a book or magazine subscription, 
flowers or tickets to a concert. It is the 
polite way of “Thank 


saying, you.” 


Should you get a professional speaker? 


When you want an outsider to speak, 
two questions have to be considered by 
you or the boss or the committee. Is the 
occasion important enough to justify ask- 
ing a professional speaker or even the 
most outstanding person available? How 
much can you afford to pay him? 

The program you arrange will depend 
upon your answers. 

Usually, a routine meeting of any 
local club does not require top-flight 
talent. The topie for the day may be 
journalism, but this by itself is no reason 
to dog the footsteps of the managing 
editor of the New York Times. A good 
local journalist or one from a neighbor- 
ing city will suit your purpose now. 

Get the best speaker you can afford 
for your club meeting. but save the big 


talent with a (Continued on page 64. 
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@ xeMeEMBER the joke about the woman 
who asked a man, “Do you believe in 
clubs for women?” He answered face- 
tiously, “Only if all else fails.” 

As we sit through a long-winded meet- 
ing, or witness a hassle between opinion- 
ated club members, we may agree with 
the wit’s negative attitude. We forget 
to the 


line” president to run a meeting smooth- 


that it takes more than a “hew 


ly and keep a group on target. It needs 
the help of everyone in the organization. 
“But do?” 


wailed a friend. after complaining about 


what can one person 
a club she joined recently. Although it is 
a professional group with a sound pur- 
pose, it never seems to get off the ground. 
She believes the club could do a great 
deal of good, and she’s anxious to do 
her share. 

Happily. there are several things an 
interested member can do to perk up 
The better 


you are, the more benefit you will get 


any organization. member 
from your affiliation. So if you belong 
to a club that is just limping along, these 


ideas may prove useful. 


Know Whats Going On 

\s a member, you are entitled to full 
information about your club. This 
means that you should have a roster 


and a copy of the bylaws, advance no- 


tice of meetings. copies of the club’s 


bulletin. copies of—or access to—min- 
utes of meetings and treasurer's reports. 
national or- 


If your club is part of a 


ganization, you will probably receive 
a magazine, and your local president 
will read or distribute copies of material 
from headquarters. 

One secretary who is active in several 
clubs keeps a file folder on each one. 
She said, “The information is given to 
us—the least we can do is read it. | 
mark items of special interest and keep 
a list of various meeting dates. Then 
when I’m in doubt about any point, | 


can look it up.” 


Know Your Meeting Etiquette 


Clubs hold regular meetings to con- 
duct business and to keep members in- 
formed. The person who takes an active 
interest in the program will get more 
out of it than the one who sits back with 
me” 


a “show attitude. If you observe 


these rules of “meeting etiquette.” you'll 
be welcome in any group: 
|. Return your reservation card 


promptly, so the chairman will know 
how many to expect. 


2. Be punctual. The meeting can begin 
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BY MARILYN FRENCH 
me ae 


MADAM 
CHAIRMAN... 


members show up at the 


on time if 


appointed hour. 

3. Listen to the speaker carefully. He 
is donating his time and energy in an 
effort to share his knowledge with you. 
Attention is all he asks in return. 

1. Concentrate on the business at hand. 
If you receive an agenda, you know what 
will come up and in what order. 

5. Take part in the business session. If 
you have a strong opinion for or against 
any particular motion, voice it. State 
your reasons logically and calmly—and 
stick to the point. 

6. Be courteous. If you must disagree 
with a previous speaker, do it tactfully. 
You can make your point without making 
an enemy. Courtesy also precludes carry- 


ing on private conversations during a 


meeting. Nothing is more distracting to 
the chairman or the rest of the audience. 

7. Observe parliamentary law. It was 
British 


orderly, 


invented by the Parliament to 


insure successful. and legal 
transaction of its business. Without it, 


there would be chaos and confusion. 


Know Your Rights 

As George Demeter, parliamentarian 
for the 1959 convention of The National 
(International), 


Secretaries Association 


told that group: “To go to a meeting 


without a knowledge of parliamentary 
law is as foolish as to go to war without 
weapons. If you sleep on your rights, 
you forfeit them.” 

Most large clubs have a parliamen 
tarian to settle points of order, and many 
adopt a parliamentary manual to guide 
them. You can increase your knowledge 
by reading library books or buying a 
(“Robert's 
Rules of Order” and “Demeter’s Manual 


handbook on the subject. 


of Parliamentary Law and Procedure” 
are helpful.) 

However, a knowledge of your rights 
and the mastery of a few basic rules will 
be a good starting point. Under parlia- 
mentary procedures, you may 

make any motion 
-second a motion made by another 
~speak at least once on a debatable 
motion before the house 
—speak a second time on the same 
question on the same side, as long 
as no one else rises to debate th 
motion for the first time 
—speak more than twice on the same 
question the same day. if nobody 
objects 
—speak as long as 10 minutes each 
time you get the floor 


—move to reconsider a motion 


(Continued on page 62) 
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@ HAVE you EVER stopped to study the variety of faces and 
characters in your office? Not among the typists—on the type- 
writers. Gone are the days when the secretary was the only 
office ornament with personality. Now there’s a typewriter 
that’s just your type. 

First. “face” it. There are more than seventy character 
styles from which to choose, aside from the standard pica and 
elite types. Each is designed to fit the physical requirements 
of the werk to be done, be it executive, personal, or special 
typing. 

Executive correspondents prefer type faces that are distinc- 
tive yet easily defined. 


Merit Elite has attractive styling t 
with unusual shading to increase cla 
ABCDEFGHIJKLMNOPQRSTUVWXYZ abcdefghi 


Canterbury Pica's beautiful ch 
individuality to executive cor 
KLMNOPQRSTUVWXYZ abcdef ghi jkim 


Script and italic types are used for personal work as they 
approximate the written hand. 


This 44 a sample og Coninthian 
Script Type, prepared on the 
GM Electric Typewriter. 


The distinctive appearance of 
Pica Italic is well suited for 
executive and personal corres-— 


Greater variety is found among special type faces. Bulletin 
type, with only six letters to the horizontal inch, is perfect for 


BULLETIN IS IDEAL 
TAGS, SHOW CARDS 
LARGE SHIPPING LA 


tags, notices, and bulletin boards: whereas Ultra Micro Elite 
type is used for labels and abbreviated forms as it allows 15 
letters to the inch. The standard types are spaced with 10 
to 12 characters per horizontal inch. 


ULTRA MICRO ELITE 


he demand for a type nost nearly approaching 
he ultimate in condensing the largest nuwnber 
f legibly written words into the least space 


+ 


net by Ultra Micro Elite. Ultra Micro types 


KO eH 
uy 4 


Sight Saver type is ideal for primary-school textbooks, 
Pin Point prevents alterations on checks and forms, and 
Old English type lends an air of formality to documents and 
certificates. 


e ' } . 
This type style ts 
ideal for teacning 

. ' — 
scnool children tn 


Bld English 
Ghe decorative qualities 
of Old &uglish are ideal 
for certificates, formal 


The television and comic-strip industries occasioned two 
of the more unusual type faces. Video-type scripts, read easily 
at 20 to 30 feet. are used in Teleprompters to protect against 
dead-air time and unexpected ad-libs, while Cartoon type 
saves time and money by eliminating tedious hand lettering 
of comic-strip copy. 


KEYBOARD 


TWAS SAID JUTHNAR BATHED IN LIGHTNING 
BNO DREW HIS STRENGTH THEREFROM... 


LOOK AT HIM WELCOMING] HIS EYES HAVE 
THE SKY FiRE’ DOES THE SAME FIRE 
NOT THIS SHOW IN THEM / I TREM- 
HE IS EVIL 2? BLE WHEN HE 

: LOOKS AT ME! 

























These are but a few, if you still haven’t found a face in 
the crowd that suits you. 
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Beauty may be only face deep, but these typewriters also 
have character-s. Today’s machines are available with dozens 
of special keyboards and thousands of individual and unusual 
characters. 

Specific keyboards are manufactured for those industries 
whose continual use of particular characters has made it 
more practical to create special keyboards than to add 
changes each time a machine is ordered. These include engi- 
neering and mathematical keyboards featuring upper and 
lower case numerals, legal and medical machines with abbre- 
viations and marks peculiar to those fields, a weather-bureau 
typewriter with forecasting symbols, as well as machines for 
writers, dentists, musicians, and so on. 


seeeeeeee9e0e@@ 

Sso0GceoeCooooCce 
se0oecooo0cecee 
eoocovo000ee 
iy 


WRITERS’ KEYBOARD 


eee 
eLeeEreneeenoe 
encore neoe 
fener reece 
Peennroneee 


DRUGGISTS’ KEYBOARD 


Some companies and branches of the government also have 
keyboards arranged to meet their needs. Among these: United 
States Steel. Westinghouse, Dun & Bradstreet. and the Motor 
Vehicles Department. In most cases, characters least used by 
each industry are sacrificed to make room for essential ones. 
but machines can be equipped to hold more than the standard 
86 keys. 

If foreign languages are your forte, you ll be pleased with 
the more than one hundred language keyboards offered by 
companies. From Anglo-Swiss to Yiddish, with French. Rus- 
sian, and other popular tongues in between. Alphabetical 
characters on many of these keyboards are similar, but changes 


occur in currency symbols, punctuation marks, and so forth. 


vseeeeoeuaeuaeeocce 
veoo0o0coeoooso 

eo0o0o0o0o0coo0o0°o 
eoocooGecooo 


RUSSIAN KEYBOARD 


Typewriters that really dare to be different are those used 
for Asian dialects. Middle-Eastern languages such as Assyrian 
and Hebrew are read from right to left and require type- 
writers with reverse carriages. Arabic and Persian call for 
selective-spacing mechanisms for the narrow and wide alpha- 
bet characters which must be joined to make a word under- 
standable. Burmese and Siamese are written with accents 
tbove and below certain letters. These machines are fitted 
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with silent or “dead” keys so the accents can be properly 
placed without having to back space. Non-spacing “dead” keys 
are also a must on Chinese, Japanese, and Korean typewriters 
where syllables fall side by side, over and under one another 
in meaningful designs. 

Asian typewriters will never be used in speed contests, but 
they re a far ery from brush and India ink. 

If neither business nor budget calls for personalized key- 
boards. individual characters can be fitted on the regular 
array of keys—permanently or part-time. And there are thou- 
sands of characters to consider—for industrial, lingual, 
miscellaneous purposes. 

The most popular new characters are type heads carrying 
company trademarks. These faces can be made from any de- 
signs as long as they are consistent with good print work. The 
original drawing is enlarged to 50 times the size of the actual 
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type, after which a reduced-scale steel master is made. The 
type face is then cast in an engraving machine into actual 
size, plated, finished, and inserted on the typewriter. If the 
trademark does not fit on a single type face, it can be cast 
on the upper- and lower-case print faces of a key. 

It's yours for the typing, be it a whale, a wine glass, or a 
box of Wheaties. 

If your keyboard already has a standing-room crowd, let 
interchangeable type make room for one, two, or three more 
faces. The typist simply slips an extra type head over the 
specially-equipped type bar, switching back to the original 
character when finished. Several type bars can be equipped 
to hold these heads. 





Don’t look at your typewriter with “accustomed to its face” 
resignation. It’s time for a change—of type. To your two-car, 
two-TV living, add a typewriter—or two. 





TYPEWRITER COMPANIES 


International Business Machines, 545 Madison Ave.. 


New York, N. Y. 


Remington Rand Division, Sperry Rand Corp., 315 
1 Ave., New York 10, N. Y. 


Royal McBee Corp.. Westchester Ave.. Port Chester. N.Y. 


Smith-Corona Marchant, Inc.., 


Syracuse 1, N. Y. 


701 E. Washington St., 


Underwood Corp., 1 Park Ave., New York 16, N. Y. 





































and wrote a note to myself to put in an extra supply of 
aspirin. 


The official notice of our impending change of address 


actually appeared in our company publication a year 
and a half before M-Day. At that time I gave a sigh of 
relief. After all, there were tons of material for my de- 


partment, Public Relations, to worry about and eighteen 
months didn’t seem like long notice. 


Whatever feelings of trepidation I had were wiped 


out when my boss, Jack F. Gow, manager of public re- 
lations for Tidewater’s Eastern Division, called a meeting 
of the department to spell out what lay ahead. The best 
news was that we'd occupy six large, air-conditioned 
rooms in the new setup. That meant our files and sup- 
plies would be steps away and not scattered all over the 
building as they were downtown. He also assured us that 
the moving men would help make the transfer as painless 
as possible. | admit we all were skeptical about that. 
After the preliminary excitement, we settled back into 





our routine and more or less forgot about the move. 
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M@ ANYONE WHO HAS EVER MOVED knows what a first- Then one stormy morning, I found an information 
class headache it can be. So, when the company grape- bulletin from Chelsea Warehouses, Inc. (the moving 
vine buzzed with the news that Tidewater Oil Company company Tidewater was using) on my desk. That 
was moving uptown, I mentally prepared for a migraine brought me up short. . .. M-Day was four weeks away! 





HAVENS / Jidewater Oi/ Company 





The directions were simple and explicit. They told 


me what to do with steel files (leave contents intact. 


lock the drawers): how to prepare my desk (put every- 





thing into special cartons provided for this purpose; be 
sure to Scotch-tape any opened bottles of fluid; discard 
inflammables; gather loose slips, pencils, etc., into one 
small box). They also said a company representative 
would be on hand to tag furniture, files, and so forth. 

That instruction sheet galvanized us into action. After 
consultation with my boss, I started an orderly transfer 
of his business way of life. I arranged his resignation 
from downtown luncheon clubs and opened new member- 
ships uptown. I transferred his bank accounts, too. Every 
letter | wrote told correspondents what our new address 
would be. I sent this information to the circulation de- 
partments of the magazines and newspapers we subscribe 
to and to my boss’ professional clubs. 

A week before the move, the Chelsea representative 





arrived on the scene to “make ready.” Everything had to 


be tagged or labeled with (Continued on page 55/ 
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GOOD LOOKS SECTION ; 
‘g % 
GOOD LOOKS SECTION 


"Round the clock . . . a jumper dress with a 
perfect-anytime look. For daylight hours, add 
the long-sleeved shirt, a simple pin — after 


dark, your prettiest beads and a dash of fur. 
The fabric — your choice. McCall's Pattern 
# 5205. 


























A. Something special for the girl who's tall. A black silk brocade sparked with the jade green 
of the Orient. Note the raised bateau neckline, the pannier-folded draped skirt—both espe- 
cially flattering to the girl whose head is cloud-high. From the shop of Peg Newton (3 East 48th 
Street, New York, New York) a designer who caters to the “tall’’ trade. One reason: she's tall 
herself, understands the special problems facing those over 5'7''. Sizes 10-18. $59.95. 
B. The newly important sheath. It fits, it flatters, it's at home on just about every occasion. This, 
by Maggi Stover, is in velveteen, with neckline, armholes, and bodice edged in narrow black 
lace. Added asset: the tailored bow that makes the most of a tiny waistline. The price—just 
$25.00. 
C. Elegance, carefully understated. A black velveteen dress with one of the prettiest necklines 
we've seen. Faced with Venice lace, it frames neck and shoulders romantically. The dress’ slim 
bodice melts into a full, full skirt. Perfect for the biggest party of the year, then many evenings 
thereafter. Designed by Rappi. Under $50.00. 
D. Return of the party suit. An event heralded by those who draw their fashion lines with simplic- 
ity and great chic. Here a cutaway jacket tops a slim skirt. Both are velveteen. Both can mix 
with other wardrobe denizens. Team the jacket with a bold plaid skirt—or with a full grey skirt 
with unpressed pleats. Try the skirt with a white blouse in silk, brocade, or satin. Designed by 
Melba Hobson for Mr. Gee. Jacket, $25. Skirt, under $12. 

All three dresses on page 33 are in Amity's Cantoni velveteen, imported from Italy. 
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S They move gracefully through the terrible 
teens and beyond with nary a nodule to vex or perplex 
them. 


Nancy Midyette 
ome girls never have any problems with their com- 
plexions. 


Not for them the trauma of waking up on an all- 
important morning to discover a fresh crop of assorted 


blemishes holding sturdily forth on what was once a 


pretty face. 
When asked. 


and 


they 


can offer any number of theories 


magic formulae. Some advocate a certain soap: 


others bypass the soap suds, relying instead on cold 
cream, beauty grains, or a liquid cleanser. Some chalk it 
up to a complexion brush, yogurt, or an aversion to 
candy; others cite heredity, ten hours sleep, or the fact 
that they wear no make-up. 


Obviously, there are as many explanations of this 
The 


thing the remedies have in common is that they 


happy state as there are people to query about it. 
only 
rarely work for anyone but their original discoverers. 

Care of the skin is something that defies mass-produc- 
tion methods. Even dermatologists find that they cannot 
treat any two patients in exactly the same way. Their 
best results are achieved only after careful determination 
of the special needs of each case. 

So most of us, with varying degrees of skin trouble, 
must think of the true peaches-and-cream girl more as 
a goal than a guide. We must find our own way out of 
the thicket. 

The first step in licking any problem is to turn around 
and face it squarely (the best defense is still a good 
offense). In this case, the offensive requires a quiet Sat- 
urday afternoon. Remove all make-up, sit in the bright- 
est patch of daylight you can find, and take a long, 
speculative look in a magnifying mirror. 

After you have adjusted to the first shock, look again 

-objectively. What you see may seem to be a close-up 
of the surface of the moon but continue to stare. Try 
to figure out your own main problem. 

Skin too dry? 


Too oily? Or is it a combination of 
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both? Are there blemishes here and there 


been aggravated by your picking at them? 


which have 
Or do you 
seem to have a case of acne. characterized by combina- 
tion patches of pimples, blackheads, and whiteheads that 
may be repeated on your chest, arms, or back? 
Whatever the problem, if it looks really out of control, 
ask your family doctor for the name of a good derma- 
tologist. Some skin conditions are symptoms of some- 


thing else, and many of them, like acne, are of internal 
origin. 

It is possible, however, for a relatively mild skin dis- 
turbance or allergy to be mistreated to the point where 
it looks much worse than it should. In such cases. a few 


months of consistent, intelligent treatment can produce 


worth-while results. 


IF YOUR SKIN IS DRY and sensitive, chapped and red- 
looking, you may be treating it too harshly. 


cleansing methods. 


Check your 
Dry skin definitely does not need a 
three-times-daily scrub-down with strong soap and scald- 
ing hot water. Instead try a soap like Almay Cold Cream 
Soap or Ar-Ex superfatted soap. If you use beauty 
grains, perhaps you are using them too often. 
to once a week. 


Cut down 
Lubrication is what your skin is crying 
for—rich cleansing cream and night cream, a moisturiz- 
ing cream to be applied before your make-up. Investi- 
gate foundations and powder made especially for dry 
skin. Take special care to keep out of harsh sun and 
winds. 

If your complexion seems especially sensitive, consider 
the hypoallergenic products made by Almay and Ar-Ex. 
These two companies are devoted entirely to the creation 
of non-allergic make-up, concentrating as much on what 
they leave out as on what they put in. They make every- 
thing from foundation lotion to eye shadow in a wide 
range of colors. 

Milk Tone Foundation by Helena Rubinstein is also 
a good gentle foundation for sensitive skin. 
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iF YOUR SKIN IS OILY it probably has a tendency to 
blackheads. The course of treatment here is thorough 
three-times-a-day cleansing, especially around the nose, 
chin, and forehead. Avoid greasy make-up and creams. 
Deep cleansers are good for you and beauty grains 
(made by Helena Rubinstein and DuBarry), a must. 
lf you must use cream to remove your make-up, follow 
it with a brisk application of skin-freshener or astrin- 
gent. Apply fresh make-up in the middle of the day 
after, of course, carefully removing the old. Never, 
never, never succumb to the temptation of crawling into 
bed without first erasing all traces of the day’s soot and 
grime. Your oily skin will make you prone to acne, so 
note the recommendations for blemished skin. 

V.B. If your face is marred by a disfiguring birth- 
mark or scar, discover the miracle of Covermark by 
Lydia O'Leary. An opaque, waterproof cream created 
especially for concealing such skin problems, Covermark 
can be blended over the blemish to leave no line of 


demarcation. Even the government recognizes it as 


PHOTO COURTESY OF CHARLES OF THE RITZ 


































































































































something special and does not apply the usual Federal 


tax on cosmetics to Covermark. 


IF YOUR SKIN IS BLEMISHED the odds are very likely 
that you have acne to some degree. One other pos- 
sibility is that the culprit is iodine. found in iodized 
salt and shellfish, which causes an acne-like eruption in 
many people. (In any event, there is no point quibbling, 
since part of the recommended treatment for acne in- 
volves avoidance of iodine, anyway. ) 

Since acne, out of control, can cause serious disfigure- 
ment, we consulted a New York City dermatologist. 

“Acne,” he told us, “is a chronic inflammatory dis- 
ease of the oil glands and hair follicles, primarily caused 
by a glandular imbalance. The imbalance of two hor- 
mones, estrone and testosterone, causes enlargement 
of the oil glands of the face (and often arms, chest, and 
back). Fatty materials from these oil glands mix with 
scales from the cells of the hair shaft. The duct en- 
larges and a whitehead or blackhead—depending on 
the length of time it is exposed to 
the air—is formed. Infection then in- 
vades the surrounding area, and as it 
grows progressively larger, pimples are 
formed.” 

Acne occurs most frequently during 
adolescence, when all the glands are in 
a whirlwind of activity, but it often per- 
sists well on into the thirties. It is con- 
nected with the general physical condition 
and can be aggravated by such things as: 

nervous and mental strain 
lack of sleep 

emotional upsets 

lack of proper relaxation 
menstruation 

minor illnesses, such as colds 

Diet also plays an important part in 
acne flare-ups, and patients are advised 
to cut down their intake of carbohy- 


drates and fats. Some good things to 





avoid— iodized salt. shellfish. carbonated 
drinks. white bread. chocolate. nuts. fat- 





ty foods, and gravies. The fact that most 
of these foods are also on the weight- 
watchers’ list of taboos makes in many 
cases for some pleasant practicing of 
the “two birds with one stone” technique. 

Proper care of the scalp is emphasized. 
Frequent washings with mild or medi- 
cated shampoo are suggested. (Check 
Almay and Ar-Ex again.) 

The dermatologist prescribes various 
treatments as part of a twofold approach 

to make the face peel and to cut down 
bacteria content on the skin’s surface. 
Among these will be creams and lotions 
containing sulphur, ultraviolet rays, 
r and medication. His aim is to dry or 





(Continued on page 52) 
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CALM 
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Hospital-tested, prescription-type formula 
provides total treatment in a single tablet! 




















WORKED EVEN WHEN OTHERS FAILED! 


Now, through a revolutionary discovery of medical science, a 
new, prescription-type tablet provides total relief from periodic 
complaints. When cramps and pains strike, Femicin’s exclusive 
ingredients act instantly to end your suffering and give you back 
a sense of well-being. If taken before pain starts—at those first 
signs of heaviness and distress—further discomforts may never 
develop. No simple aspirin compound can give you this complete 
relief. Get Femicin at your drugstore today! It must give you 
greater relief than you have ever experienced or your purchase 
price will be refunded. 





For samples and informative booklet, “What You Should Know About 
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Tus AGE-OLD advice should be the 


motto of every secretary who would 
truly live up to her name. The one trait 


employers of every description prize in 





their secretaries is implicit in the title 
their ability to keep a secret. 
Members of such organizations as the 
Seraphic Secretaries of America (an ex- 
clusive group whose bosses are among 
the top executives, professional men, and 
this. 
(nd because they know it. some of them 


diplomats of the country) know 


earn upwards of $10,000 a year and em- 
ploy their own secretaries. 

They achieved success by dedicated 
work and by the wisdom embodied in 
these words, “See not... hear not... 
speak not.” 

To a young. inexperienced secretary, 
it may seem incredibly stuffy not to tell 
her luncheon companions everything the 
boss has said, dictated, or done that 
morning. But the fact remains that more 
than one secretary has lost her job for 
just such thoughtless indiscretions— 
though it may be just as true that the 
boss gave a different reason for dis- 
pensing with her services. 

Let's examine, then, a few of the more 
important areas of the employer-secre- 
tary relationship that require confiden- 


tial treatment. 
His Mail 
The daily in’s and out’s of business, 
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SEE 
NOT, 


- HEAR 
= NOT. 


/ SPEAK 
NOT 


via Uncle Sam’s messenger service, rate 
high on any secretarial list. Very early, 
a secretary must learn to assay the im- 
portance of incoming mail. She reroutes 
misdirected letters, sets aside those she 
can answer, passes or discards those 
second class bits which may intrigue or 
him. What is left? Only 


items needing the executive touch. Even 


annoy those 
here, she exercises her judgment, putting 
good news first, routine problems next, 
and bad news last. 

What about those letters marked “Con- 
fidential,” “private,” etc.? A safe rule 
is to pass them along unopened—unless 
they are obviously advertising stunts. If 
your boss says, “You could have opened 
this one. Mr. Pompous marks all his 
mail confidential, and I'll have to dictate 
the reply to you anyway, —make a men- 
tal note to investigate Mr. P’s letters in 
the future. 

However, if it is obviously personal 
or the return address indicates it is from 
a relative, leave it alone. Let him have 
his friends and family to himself. 

One exception to this might be an out- 
of-town trip. when forwarding mail to 
your employer's temporary address could 
result in loss of valuable time. Most sec- 
retaries are given carte blanche to open, 
answer, or reroute all mail at such times. 
Still, check with the boss first. 

And remember, his replies should be 
as confidential as his mail. There is no 


by Peggy Norton Rollason 


guarantee that your casual conversation 
wont damage some plan your boss has 


been brewing for a long time. 


His Telephone Calls 


Today more and more business affairs 
are conducted over the telephone. Often, 
important calls are made by an employer 
wishing to check the validity of certain 
statements, or gain another opinion be- 
fore making an important decision. 

Many men have their secretaries listen 
in on these calls. Others arrange a spe- 
cial signal for pick-up when desired. 
Whatever the arrangement, it should be 
obvious that information obtained this 
way is not for public consumption. Your 
employer may say things over the phone 
that he would never put in writing. He 
expects his caller and his secretary to 
receive such remarks in confidence. 

Every secretary should be adept with 
the telephone. A pleasant voice is stand- 
ard equipment but, then, so is discretion. 
Never reveal more than you absolutely 
have to about your employer's plans, 
present occupation, or whereabouts. 

It’s safer to say, “Mr. Wilson is out 
of town today. May I have him call you 
on his return?” than to volunteer, “Mr. 
Wilson is with a client in Dayton today 


and is going on to Chicago tomor- 
row... Friend competitor may cement 


a business contract on the strength of 


(Continued on page 58) 
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How fast can you read shorthand!’ You ean probably speed through this page, which is based on Chapters One through Four of the Gregg 
Shorthand Manual Simplified. Vhi- material is counted in groups of twenty “standard” words each, so that you can estimate 
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Write It hight 


by Florence Elaine Ulrich, Director, Gregg Awards Department 


able to write 
shorthand and the English language.” 


6) anted: Secretary 
This advertisement, which appeared in a 
local newspaper, brought us up with a 
jolt. We could imagine secretaries unable 
to write the English language, but not 
shorthand skills. So 
... We made some inquiries. 


secretaries without 


The gentleman responsible for the ad- 
vertisement was an internationally fa- 
mous author of historic books. He was 
writing the manuscripts of his texts by 
pecking away at his own typewriter. “I 
find it easier to do the work myself than 
to correct the silly mistakes of secre- 
taries,” he explained. But even the most 
determined person must relent when work 
piles up, and such was the author's situa- 
tion. Salary? “Let him name it. I'll pay 
it if he’s any good.” 

The position was subsequently filled 
by a young man, a high school graduate 
who had enrolled in night school to attain 
reporting dictation speed. Having quali- 
fied at a shorthand speed of 160 words a 
minute and a transcribing speed of 60 to 
80 words a minute, the young man devoted 
himself to an intensive study of the 
English language and vocabulary. He was 
ready when the opportunity presented 
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itself, and he obtained the position—one 
of the most interesting, exciting, and 
profitable that a secretary could hope to 
have. 

How about you? What are you doing to 
improve your skills for that big oppor- 
tunity which may come your way? Are 
you content with only a “speaking” ac- 
quaintance with the mother tongue? Do 
you still falter when you take dictation, 
transcribe your notes, or type from manu- 
script? Or do you look for the reasons 
hindering your progress and practice for 
improvement? It does pay dividends. 

An attractive girl, ambitious and eager 
to work, came into our office with a prob- 
lem. “I can’t keep a job,” she faltered, 
“and I like the one I have now very much. 
What can I do to hold on to it?” After 
recounting her experiences, we dictated 
a short letter to her. Therein was the 
answer. She frequently stumbled in tran- 
scription, nor was it any wonder? Even 
we, notwithstanding our experience in 
reading notes from shorthand writers all 
over the world, could not read her writing. 
We assigned her practice on the OGA 
Test, pointed out the faults that were 
slowing up her writing speed and interfer- 
ing with proper reading of her notes, and 





asked her to return in a week. She did. 
And not only with a qualifying specimen 
of notes for the OGA Membership Award, 
but with new confidence—her boss had 
complimented her on improvement in 
shorthand. 

A good shorthand student will write 
notes that any other writer of the system 
can read. True, you may eventually learn 
to handle correspondence without benefit 
of dictation from your employers. There 
may even come a time when you'll have 
a secretary of your own. Nevertheless, it 
is extremely beneficial to learn shorthand 
well, not only for personal use but for 
its value in helping other young people 
less proficient than yourself. 

With this in mind, we shall announce 
the grand opening of the 47th Interna- 
tional OGA Contest next month. This 
contest, the biggest shorthand event in 
the world, sees thousands of Greggites 
vying for recognition and awards. If you 
are a student, a teacher, a shorthand re- 
porter, or a secretary, you may enter this 
famous shorthand competition. 

In preparation for the contest, turn the 
page for this month’s OGA Tests. Read 


the copy, then practice writing it. Use 
good writing paper, preferably ruled, 
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and see that your pen is clean or your 
pencil well sharpened. 

Would you like some suggestions for 
the improvement of your writing style? 
Send a copy of the completed test to this 
department for review by our examiners. 
You ll find instructions below to be fol- 
lowed in submitting your notes. If these 
notes qualify, the OGA Membership Cer- 
tificate will be mailed to you. If your 
notes do not make the grade, we'll return 
them to you with suggestions to help you 


improve your style. Preliminary practice 
on this month's OGA Membership Test 
will mean better contest copy next month. 

Of course. your ultimate aim in becom- 
ing a good shorthand writer is to qualify 
on the shorthand speed tests and to in- 
crease your transcription proficiency. 
Quizzes on both fields are supplied by 
this department. Let your goal be: 120 to 
140 words a minute in shorthand, 60 to 
80 words in typing, and a transcription 
proficiency that will enable you to type a 





perfect transcript at 30 to 50 words a 
minute from your notes. 

If you would like some pointers on 
acquiring a better style, send a stamped, 
self-addressed envelope to this depart- 
ment for the Key to Marking of OGA 
Tests. It will then be mailed to you with- 
out cost. The Gregg shorthand slide is 
another valuable “Write It Right” aid. 

With these materials, and self-supplied 
motivation, the “open sesame” to a suc- 
cessful career is in your hands. 





JUNIOR 
OGA 


(Order of Gregg Artists) 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior O G A certificate or pin. 











SENIOR 
OGA 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior O G A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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DIFFICULT MOMENTS 


The hardest testimony for a shorthand writer to take in the J UNIOR 
courtroom is that of a fast-talking woman. Often a woman will 
come on the stand “all wound up.” It is her chance, and she O A aT 
takes full advantage of it. She must explain every detail that 
happened—constantly backtracking, repeating, and explaining. 
If the event in question happened on Sunday afternoon, it is 


(Order of Artistic Typists) 


Center this article attractively on 


absolutely necessary for her to go back to the Thursday or Fri- a full sheet of plain white paper. 
. etype it as “nas y ish, 
day before and trace the movements of all concerned. This arp linge ne yi manne 
: ; and then submit your best specimen 
could be confusing to a man, especially a shorthand reporter. for an award. 


Several people who are attempting to talk at once present an- 


; , : Here’s what you should strive for: 
other trying time for the reporter. Some lawyers have a habit of 


good placement, accuracy—no strike- 


beginning a new question before the witness has finished answer- avers oF typographic arr 
° . 7 neatness (type clear and clean), 
ing the previous one. Frequently two lawyers will try to talk proper indentation, and correct 
at the same time, and maybe the witness is talking, too. spelling and punctuation. 


When that happens, I appeal to the judge. Often I have said, 
“T don’t care how fast they talk, if it pleases Your Honor, but 
I insist that they talk one at a time.” 





—Charles L. Swem 


TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 


accompanied by the correct fee: 15 








cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
/ aol CT pin; 75 cents for each higher- 
rf Cap speed CT award. * Be sure your name 
Budget Notes —- epee and address appear on your paper. 


——_—_—————— 





* Any group of papers submitted 
should be accompanied by a typed 


—— 
= fur district has been sub fdivided into elec= list of mames, designating the award 
Oe n— 


———$——_ desired by each candidate. * Test ap- 
tion iistrictal fo simplify voting. Added funds 
3 5) 


plications received without fees are 


‘ held thirty days only. * Each Compe- 

will provideg for aditional voting machines and tent Typist Test must be certified by 

lectin A Pe the timer. The eee Leaoass 

workers to speed Fine voting process. State funds read as follows: “I hereby certify that 

oy « I timed this test for exactly ten min- 

j : os s itten i - 

to the district has been increased while Federal ST SN NS ee A BN O8 

4 cordance with the rules.”” * November 

, : harttru P is i membership tests for 

aid has been decreased. Most items, remain about ict — ee gage -: 

Bn OAT, CT (page 44), and OGA Awards 

‘ ° ‘ a until December 25, 1959. 

the same for both periods. The costs of budget 











will be met as follow: 
rat 
Amt. Kare 
Actyal / Anticipate 
1988-1983 “<195971960 


















a) % TAT r 

State Aia $1,060,580, $1,265,480 | Ss kK N I O R 
Health Reyimbursement naan 3,060 O A ry 
Federal Aia 7,425 | 5,000 | 

stl nt & 
Cise,) Fees, Fines, canny oe os Arrange this copy so that it will be 

fentals 12,841 10,000 4” displayed attractively and 
Adult “Education Fees 7,074 17,000 ba an effectively. Be sure to make all 
sak the corrections indicated on the page. 
Surmer School Fees 43,631 40,000]| 
jf The test may be retyped as often as 

Tax on Property 2,327,664 2,327,875 | | you think necessary to produce 





your best work. 
Surpluses 100,000 60,000 - 


$3 5]e, 67 £3 7a, bis 
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COMPETENT TYPIST TEST 





To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get the 
gross speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. More than five 
errors disqualifies a Competent Typist Test for an award. 





(This copy should be double spaced.) 


Everyone at one time or another has 


Words 


lod 
‘ 


Words 


should ever turn his back on the audi- 


dreamed of acting in an amateur theat- 15 ence. Whena speech must be delivered, 
rical, and some have even found them- 22 this rule is only intelligent. Where 
selves doing just that. While acting 2 movement alone is involved, the case is 
they have made some very interesting 37 somewhat different. In order to make 
discoveries. 39 the actions of the people on stage seem 
Make-up is necessary for even the 46 natural and real, the old rule sometimes 
ruddiest complexion. Without itorwith 55 must be violated. Can you imagine an 
too little, any actor will have a ghost- 62 actor backing off a stage instead of 
like appearance. This is due to the 7 turning gracefully and walking into the 
blinding klieg lights which tend to 77 wings? 
wash out all but the most solid colors. 85 Forcing another actor to turn his 
The make-up commonly used is either 92 back on the audience when he must 
a garish orange or a dull gray, and 100 speak is called “up-staging.” This is 
either seems unnatural when seen at a 107 done simply by standing behind him, 
distance of only a few feet. However, 115 so that he must turn around to address 
from the audience, this will look per- 122 his words to their proper place. Up- 
fectly normal. 125 staging is a cardinal sin of the theater, 
Actions must be rehearsed just as 132 seldom forgiven by other actors. Other 
often as speeches. They cannot be left 140 tricks used by players in minor parts 
to chance. Even professional actors 148 to get the attention of the audience are 
benefit by having a director point out 156 to wiggle a foot or drop an object or 
suitable motions. Left to themselves, 163 look for something in a jacket or purse. 
they might wander aimlessly about the 171 Recognizing that those with real talent 
stage or else find one comfortable posi- 179 do not need to use such devices, most 
tion and refuse to move from it. Select- 187 actors never resort to this trickery. 
ing the actions beforehand and rehears- 194 In order to play a part well, a thor- 
ing them for timing will prevent all 22 ough knowledge of the character to be 
this. 203 portrayed is necessary, for without 
Speech on stage should be clear and 210 study the character will not come to life 
distinct. Each syllable should be given 219 forthe audience. The way in which even 
its full value. Most actors insure this 227 a two-word reply is said will depend on 
by playing to the balcony, directing 24 what type of person the part calls for. 
both words and acts to the highest 21 However, it is not enough to speak 
point in the audience. This brings the 29 lines correctly and with feeling. To 
actor’s head up and enables the audi- 256 create his part, an actor must also listen 
ence to see and hear easily. It benefits 25 carefully and respond as his character 
the actor himself by giving him some- 272 would respond to the lines and actions 
thing else to concentrate on besides 279 of others. If the character he is playing 
the lights and the waiting audience. 227 would have frowned at a certain joke, 
An old theater rule said no actor 2% then he, too, must frown. 
(If necessary, repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Kathleen McLorcan 
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519 
527 
535 
543 
550 
558 
567 
574 
582 
591 
598 
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TRANSCRIBING 


The material below is the same as the c T. Test across the page. and if is 
and from shorthand. Compute your rate on this word-counted material in the same way you 


i+ A yt 


eee wee, 


Oo: -— 19 
PP ae toe oe 29 
9 I 3 rap 
ti asia puis 
ia 61 


° —_ 4 “ZS. ae 

“U—«_ Bt / YD 79 
c oy gs a a mma so 86 
—o7 Ay Sor Sf gl « 7 Cy 94 
hss aa a ee oe 


“oe wo ee FA 4 he 


ne PS y liege 132 
; ; F mA fy. Aan 
lo WV 5 7 166 

VIE 


ere 


$30 f- in 
hy de 


Grn, 0 0/™ 
(Sa4ateae 6, 265 


A, 
fe aad 282 


dundee 


\ ovem ber, 1959 


SPEED 


I 
do when typing the C.1 


OM 


Hess 
a by PLE. 


oe ag 


PRACTIC 


provided so that you can test and compare your speeds of typing from 
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Compiled for Today’s Secretary by Lester B. Pope 


comminution + 


onstantoan 


contaminant 


coolant ~y .— 


4 
Jammoar 
y > 
cecantatio 
>. 
J#10 , » 
oS, 
Jes tor 
detritus 
ue r 
dialysis 
x ¢ 


electrolyte ¢ 
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enthalpy , 


entropy 


fractionation 


fructose 7» 


fugacity 
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Chemical Engineering Terms it 


Part 2 





gibberellin 0 


gilsonite Cé 


glucon 


giutamic 


giufen y 


glycero 


guanicine anal 


hatnium / 
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nydrolys s 1 


hydrotin 


hydroxylation é 


hygroscopic 


Vypersorption 


ndanthrene 
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ketone - 


kinetic < 


krypton 


lactam 
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leucine . J 
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macroscopic 


monometer 


melamine 


mercaptan 
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octane 
octy! 7 . 


orgonometal lic — 
oxalic - 
parachor Onc 


peracetic 


periclase ? 
pesticide 
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pheny! ) 


phosphatase 
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phosphor A 


pnospnorous 


pnospnorus 4 


polyethylene — 


polyurethane ck. 


precipitant 


precoat 


Ppyrometry 


quaternary 2. 


quebracho 


racemic 


reactant 


reflux 


resorcinol 


rheology - 


rotameter 


rutile ? — 


soccharin 


semiconductor ™ , 


semimicro 2 


Silicone 


sil 
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solute 


spectra 


spectrograph c 


steroid ? io 


stoichiometric y* 


supernatant 


surfactant 


terramycin v < 


thermodynamic - 


thermoelectric <- ce“ , 


transuranic 


tribasic —— 


trichloroethylene 
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Non 


TRANSCRIPTION CORNER 


Nobody, but nobody, types letters like these any 
more--at least we hope not. But if you want to make 
a perfect score, you'll have to find the 14 errors in 
each letter. Check your answers with page 6]. 


Dear Mr. Donnelly: 


In this day and age men, who hold re= 
sponsible positions, must move quickly. 
Many times they have to make lightning 
fast desicions. In order to do this, they 
must have the necesary records at their 
fingertips. He cannot afford to have the 
facts scattered in various parts of an 
office. That is why the Nelson Record 
System is a "must", 


Without any obligation on your part, 
we can have one of our men make an ana- 
lysis of your records. His training and 
experence qualify him to make recomenda= 
tions, which may save your company time 
and money with your record keeping sy= 
stem. 


Call or write us today. One of our 
experts will be glad to call at your con-= 
venience and, I repeat without any ob- 
ligation on your part. 


Sincerely yours, 
tte 


Dear Mr. Robinson: 

Mr. Raymond Rogers an applicant for 
a sales position with our organization has 
given your name as a referrence for per-= 
information about him. 


We are particularly interested in Mr. 
Rogers's possibilities in saleswork. We 
would also like to have any information 
you can give us as his intelligence 
character, and integity. Does he get 
along easily with others, or is he diff- 
icult to work with. 


You may be sure that any informa- 
tion you give us will be held in the most 
Strictest confidance. We are enclosing 
a self addressed stamped envelope for 
your convenence, 


Very truly yours, 


ember, 1959 





GLOSSARY AND VOCABULARY BOOSTER 
GENERAL MONTGOMERY=-page 38 
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1 DUNKIRK: 


Dunkirk! 
England 
Salisbury? 
frantic 
solitary 
billet? 
soldiery 
indecision 
corporal 
nonchalantly 
harangue‘ 
brigadier 


victorious 
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deliberately 
sandwich 
anticipation 
furrowed 
floater policyS5 
thunder 
Jennifer 
unpredictable 
unnatural 
ransacked 
premium 
laughter 


invisible 


seaport in northern France from 


which the Allied soldiers were evacu- 
ated during World War II 


2 SALISBURY: 
3 BILLET (meaning): 


city in southern England 


the quarters or place 


to which one is assigned 


4 HARANGUE (meaning) : 


a noisy, 


ranting 


speech (can also be used as a verb) 


SFLOATER POLICY (meaning): 


an insurance 


policy which is variable as to the 


subject covered by it 


49 








GENERAL MONTGOMER) 
AS I KNEW HIM 


(Continued from page 39) 








And this was typical of him. 
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and Forget 





Solution to the October Cartoon 




















BUT THAT BILL WAS PAID WEEKS AGO! 


Write the shorthand for the caption below 
and fill in the face with your answer. The 
solution and another cartoon will appear 
—, next month. 




























































































eg 3, Rl eas pais [ 


LET THE VOICE OF EXPERIENCE TELL YOU 
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The Business Game goes smoothly 
when moves are signalled by 









GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 





/C/PISS 


also means 


Codo- 


Pleases 
Secretarios 


Reason? The original and 
duplicate are so sharp, so 
clear, so clean! Next time, 
try a Codo Silk Ribbon, a 
sheet of Codo Electro-Write 
Carbon, and use the exclu- 
sive Carbon Gripper— 
you'll be pleased, we 
guarantee! 


we 


MANUFACTURING CORP. 


Factory: Leetsdale, Pa. 


New York © Pittsburgh ¢ Dallas e Chicago 
Cle ind « Detroit ¢ Los Angeles 





















FORECAST CLEAR AND SMOOTHER 


(Continued from page 35) 





remove the blackheads already entrenched and to pre- 
vent future blemishes from forming. 

Often he will remove blackheads with an instrument 
called a comedo scoop to prevent the development of 
pimples and pitted scars. In more severe cases he may 
use x-ray treatment. 

If considerable scarring is present, he can use a tech- 
nique called Dermabrasion, a kind of skin planing done 
with an abrasive brush. 

Most dermatologists turn thumbs down on cold cream. 
which, they feel, spreads and irritates existing acne. All 
caution against squeezing and opening pimples. Not 
only does this spread the infection and cause ugly scars, 
but it also often pushes the infection down deeper. 

While most of the dermatologist’s treatments are not 
of the do-it-yourself variety, a general idea of their 
basic aims can help a trial period of self-treatment. 

Choose, then, a good cleansing method (if you prefer 
soap. Physician’s and Surgeon’s Soap, on sale in most 
drug stores, is exceptionally pure and mild), a medi- 
cated make-up, a drying cream, and a mild or medicated 
shampoo. Watch your diet, your rest, and, when pos- 
sible, your emotions. And, oh yes, keep your hands away 
from your face. (Check right now. Chances are you 
are picking at some interesting or unexplored corner as 
you read.) This is a big reason for the spread of 
infection. Also, stay away from those olympic bacteria- 
spreaders, wash cloths and powder puffs. Use cotton 
balls instead—a fresh one each time. 

There are many medicated cosmetics available to help 
you along on a hide-and-heal campaign. Tussy offers the 
MediCare Kit containing a cleanser, skin toner, and 
medicated lotion. DuBarry has on hand a medicated 
face wash plus All Clear, a medicated make-up base that 
conceals as it heals. From Charles of the Ritz, first aid 
with the Ritz-Aid Kit that includes Velvet Foam for in- 
stant washing, skin-toned medicated lotion, and aptly 
named Disaster Cream to help dry up blackheads. Helena 
Rubinstein puts medicated Snow Lotion at your disposal. 
Also good to have on hand for quick patch-ups are the 
lipstick-sized sticks put out by Tussy (MediCare Stick) 
and Lydia O'Leary (Spotstik). 

Worth special mention is Lydia O”’Leary’s double- 
purpose L.O.L. Lotion. It contains a sulphur oil com- 
pound, hexachlorophene, and resorcinol and can be used 
both as a cleanser and as a healing lotion. 

Set up your routine and, most important, stick to it 
regularly for several months (time enough for an occa- 
sional lapse after you’ve established the efficacy of your 
self-treatment). Use this period as a test. 

If, at the end of a specified time your skin shows no 
improvement, see a doctor, find out what you’re doing 
wrong, and let him put you on the right road to untrou- 
bled skin. 

We've come a long way since the days of Lady Mac- 


beth. Getting rid of spots needn’t be half the trouble it 
once was. 
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(Continued from page 25) 

All future purchases will also include the “load fee.” 
The money paid goes immediately to work for the pur- 
chaser, who must also make one more choice: either to 
receive in cash all dividends to be paid in the future 
or to reinvest these automatically in additional shares 
of the same fund. 

If the buyer wants to be on an orderly basis, she can 
take on a voluntary plan—a purchase program with no 
set time period or ultimate investment amount specified. 
If she signs a “letter of intent” to pay a certain amount 
in 13 months. she gets the advantage of lower “load 
fees” accorded bulk purchasers. Bookkeeping for such 
plans is in the hands of custodian banks, and the shares 
are purchased at the prevailing price. 

The investor may interrupt or end such programs at 
any time without incurring penalties attached to con- 
tractual plans. ° 

However. the best idea for secretaries interested in 
mutual funds is probably the contractual plan. This is 
akin to installment plan buying or to Christmas clubs. 
The buyer commits herself to buy a specific dollar 
amount at regular intervals over a set period of time. 
The buyer knows in advance just how much she will 
invest over the years and must be prepared to make 
the payments regularly. 

Again, there is the choice of receiving in cash all 
payments from the fund or having them reinvested. 

The danger signal in these plans lies in the fact that, 
just as in the purchase of regular life insurance, a large 
chunk of the first year’s payments go to the sales agents. 
If the buyer cancels out in the first few years, she stands 
to lose on her investment. 

In behalf of the funds and fund plan groups, it should 
also be pointed out that frequent and adequate warnings 
are given before the buyer signs on the dotted line. 

One other group that deserves mention for the long- 
term investor is the “NRO Canadians.” These are eight 
mutual funds, managed by most reputable United States’ 
firms who invest in Canadian stocks through offices in 
Canada. All dividends are automatically reinvested, 

In return for this confidence the Canadian and U.S. 
Governments have granted tax concessions that provide 
a near-tax immunity for all but the final year that shares 
are held. 

Like any other mutual fund investor, today’s secre- 
tary should stop first to analyze just where she stands 
financially and what she wants. She should make certain 
that she has money in a savings account to tide her over 
in an emergency. Next. she should ask herself if she has 
enough insurance to protect her. 

If she is a homemaker as well, she should also make 
certain that her home purchase needs are planned. 

Then, and only then, should she think of an invest- 
ment program. If she feels that she cannot afford to 
spend hours and hours each week studying securities 
markets and reports . . 


. if she cannot spend money for 
ndividual, professional investment management . . . and 


she wants to avoid outright speculation and risks... 


. by all means, mutual funds are for her. 
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Corrections 
ere So bhasy 
tomeake | 


om fluid aGaplicetor masters with 


(\Yei\/ correction tape 


FAST, NEBAT,CLEAN+? NO SOILED HANDS 


Correcting fluid duplicator masters is a breeze with 
Avery adhesive Correction Tape. There’s no scraping, 
erasing or smearing. Save useless trips to the wash- 
room — no smudged hands or dirty fingernails — no 
wasted time. Just press on, then type on! It’s easy 
to use — fast and clean! 


Available in rolls ready to use in 1/6”, 2/6” and 5/6” 
widths in handy Kum-Kleen dispenser. 





4 PRESS ON reverse side of _ m TYPE CORRECTION with light 
master over error. No moist- touch master stays in 
withe finger touch. PN. 5 


The boss will like it too... for it saves 
him time and money. 

Ask for Avery Correction Tape today — 
at your dealer, or from your regular office 
supply salesman — you'll like it! 

















! AVERY LABEL COMPANY, Div. 152 

I 117 Liberty St., New York 6 . 608 So. Dearborn St., 

§ Chicago 5 © 1616 So. California Ave., Monrovia, California 

, Avery Adhesive Label Corp. (Canada) Ltd, 48 Haas Road, 
Toronto 15. Ont. ¢ Offices in Other Principal Cities ! , 

5 

. Please send samples of Avery adhesive Correction Tape 

j my name ] 

I company | 

1 

, address 

_— a = le | 
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GREGG DICTATION RECORDS - 


The only records giving an hour of 
dictation at each speed. 


Stenographers and secretaries who want to maintain 
their shorthand skill or who are anxious to bring it up 
to standards required for promotion, transfer, new 
job, or higher pay can now select the following boxed 
records: 


PHRASE LETTER GROUP, Gregg Dictation Records, 
New Series—the only record program in which a letter 
is dictated at progressively faster speeds—a _ built-in 
speed-development feature. 

PROGRESSIVE SPEED GROUP, Gregg Dictation Rec- 
ords, New Series—more than an hour of dictation at 
each speed—the minimum needed to reach your goal 








allowing re-use of records with little chance that the 
dictation will become so familiar as to destroy its skill- 
building value. 


SELECT THE SPEEDS YOU 
WISH TO ATTAIN 
Box No. Dictation Speed 
PHRASE LETTERS 


Send coupon and remittance to nearest Gregg Office 


Gentlemen: Piease send the following 
boxles) of GREGG DICTATION RECORDS: 


Box No(s) J) 50-90 wam 
7 60-100 wam 
Amount enclosed $ 8 70-120 wam 
(Add 15¢ per box to cover mailing costs PROGRESSIVE SPEED 
9 60 wam 
NAME 10 70 wom 
WW 80 wam 
ADDRESS 12 90 wam 
13 100 wam 
CITY, ZONE, STATE 14 110 wom 
15 120 wom 


GREGG SUPPLIES UNIT 
New York 36: 330 West 42nd St 
Chicago 46: 4655 Chase Ave 
San Francisco 4: 68 Post St 


(Sold by the box only. 
S11.00 each hex, plus 


15e mailing charge) 














become an attractive permanent part of your 
business or home library. 


te 
t 


IDAY'S SECRETARY, keep your copies orderly, read- 
ily accessible for future reference. Guard against swiling. 
aring, wear, or misplacement of copies. Will keep 2 
ears’ copies in perfect condition. No irritating wires to 
le; allows any copy to be removed 
These durable files come in a rich blue and gray Kivar 


over that looks and 


Ax 


unconditionally guaranteed or 
Jesse Jones Box Corporation, Dept. TS 
P. O. Box 5120 

Philadelphia 41, Pennsylvania 


PI 
fi 


Name 


A 


OW TODAY’S SECRETARY MAGAZINE can 


These famous Jesse Jones files, especially designed for 


feels like leather and with 16-carat 
ld lettering. 
Only $2.50 each, 


3 for $7.00, 6 for $13.00, postpaid. 
Id 


$1.00 postage for orders outside U.S. Satisfaction 
your money back 


ease send me, postpaid, TODAY'S SECRETARY 


les. | enclose 


ddress 











NIICROPOINT INK-STIK 


i STENO-POINT 


* Has the slim,trim feel of a pencil and the writing 
quality of the finest pen. 


* 6” ink supply takes the place of 50 pencils! 
* No point to sharpen... always clean, sharp writing! 
* New Jet-Silvered Tip... instant starting, 

oth, SKIP-FREE writing. 


* Keeps hands clean... instant-drying MULTI-MILE ink! 


Order from your stationery, drug, department store. 





MICROPOINT, INC. Sunnyvale, Calif. 


In Canad Sanders Company Ltd., Toronto 1, Ont. 




















MEMO TO THE BOSS 


(Continued from page 22) 





like a 


The typical Baldwin executive not only starts out with 


poor relation or worse yet. like the opposition ? 


the wrong attitude toward his secretary, he 
further 


commits 


sins. Many of his work methods are wrong. 
Vethods 
Disorganized Work. The daily work he plans for his 


secretary is often disorganized. Instead of grouping 
his work assignments or dictation. he continually inter- 
rupts her to “get off this memo.” He will ask her to do 
a certain job and then. half-way through. will decide he 
wants it done differently. 

\ little planning would avoid all this. It would lighten 
his sec retary s chores and yet produce double or triple 
the amount of work each day. 


Poor The 


the morning or early afternoon. This is especially true 


Dictation. best time for assignments is in 
of dictation which is usually expected back the same 
day. Often the boss violates this rule. Often too. when 
he sits down to dictate. he is still unprepared for each 
letter. The 
through papers. tries to track down a missing notation. 
ol just 


result? Time is wasted while he fumbles 


sits. twiddling his thumbs and collecting his 


thoughts. 
When he does finally 
problems. Too many executives meander along speaking 
Too 


perhaps to impress themselves. 


begin to dictate. there are still 


in a mumble, garbling everything. many dictate 
in machine-gun fashion 
the secretary. or an associate in the next room. Still 
others talk while chewing on a cigar and gazing off into 
space. Others regard punctuation as something of a 
Once they they 
feel the necessity of forgetting it as soon as possible. 


Veeds. 


expert fit-throwers. They throw fits when their secretary 


government secret. have learned it, 


Vo {llowance for Personal Some bosses are 
gets a personal phone call. when she talks to a friend in 
the office. or when she takes a coffee break. Coupled 
with this is a ““How-dare-she” attitude. 

A better attitude would. of course. be an understand- 
ing one. The secretary, even more than an executive, 


work-break. The 


work is routine, and too much routine is bad for anyone. 


needs a reason? Too much of her 
The Buzzer System. Many bosses seem to be struggling 
with a delusion. They feel it’s downright unhealthy to 
leave that plush chair and carry an assignment over to 
the secretary's desk. Far smarter to press that buzzer 
and let her do the walking. That's what 
paid for, isn’t it? Besides, she’s much younger than 
She can take it better. 


she’s being 
he is. 

Can she? The day may come when his secretary will 
rebel against being just another machine in the office. 

Automation is creating new revolutions in office 
equipment and methods. But until everything is run by 
robot control, the executive must learn to get the best 
possible results from his very human secretary. 

To this day, the general consensus is that he still 


has a lot to learn. 
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CHANGE OF ADDRESS 


(Continued from page 30) 












Be Just as 
Proud of Your 
Erasing 
as You Are of 
Your Typing! 








the new floor and room numbers. (In- 






cidentally, | thought this procedure a 
handy one to remember the next time 
| move at home ... a different color 
tag for each room and each item to 


go 


into the room tagged in the same color.) 





E I went around with the mover and told 
4 . . . ° ° 
4ven on today’s superb machines him what was going and what wasn’t. 
electrics or standards —typists make ocea- . 
, ; : Since our department was getting mod- 
sional mistakes. But you can be just as , ; 
proud of your erasing as you are of your ern furniture, a lot of the old stuff 
typing. Erasing results are almost unbeliev- 
ably clean and quick with these speciall 
selected HW eldon Roberts erasers for cor- 
recting impressions made through carbon 
or fabric ribbons. 


stayed behind. 
After everything was tagged. the man 


cautioned me about what was to go into 


the packing cartons. He reminded me 
| that cash, jewelry, and any valuable 

TRMUCELUALTO ee | Poets should not be packed but kept 
in my possession during the move. He 


r" ] NO. 448 again mentioned matches and other in- 
»« GREEN GLOW 





flammables. Aeep them out! 

Removes surface carbon to prevent The great event was to take place 
smearing. Soft green rubber encased 
in spiral paper wrap 
ping with  pull-string 
for easy repointing 


over the weekend, starting Friday night 
after closing. That Friday morning, 
work went on as usual, even though 


some packers were around crating pic- 








tures, labeling boxes. and so on. After 


lunch | emptied the boss’ desk and put 

everything into marked cartons. Then THIS 
I did the same with my desk, leaving 
some paper and carbon out, just in case. NN 
About the last thing I did was take down 

the pencil sharpener. 


I won't say | spent the weekend wor- WODER' 
rying about Monday morning, but | 
did have occasional qualms as | visual- 
ized the bedlam I'd walk into. What VTRVOGRAPHY 


greeted my eyes was a-pleasant surprise. 


? NO. 3650 é 
» GRAYPOINT 
WHISK 


Removes the final image 
Wood-cased eraser with 
quality gray rubber core 
Easily repointed in any 
pencil sharpener or with 
a knife Hexagonal; 
won't roll off your desk 
With whisk for brushing 
away eraser crumbs 
(NO. 365 GRAYPOINT, 
same eraser without 
whisk.) 








Not only was all the new furniture in 


; Stenograph machine shorthand opens job 
place, draperies up and the rug down, opportunities that ordinarily require years 
but my thoughtful boss had placed a of training. Faster, more accurate, the 

. . Sten sh car sarned as roti. 
OR: NO. 378 welcoming bouquet of flowers on my Stenograph can be learned ea y. Profi 
. GRAYPOINT 


ciency is developed fast! With Stenograph 
training, you can take and transcribe much, 
and colored tags on some bookcases, | much more dictation—meet the require- 
ments for really high paying jobs. It's the 
shortest way to earn far more money as a 
top management secretary, a legal or med- 
The files and numbered cartons were ical stenographer, a court or convention 
reporter. 


desk. If it weren't for the bare walls 
With same quality gray 
rubber core. Spiral paper 
wrapped, like NO. 448 
Green Glow. The Gray- 
point Erasers are also 
superb for erasing im- 
pressions typed through 
fabric ribbons 


wouldn't have known there'd been a 





“change of address.” 


in the supply room. I put on the low- 


heeled shoes I'd brought, changed into 0 

a blouse and skirt, and started unpack- | )) 

i very paper clip was back 

ing. —— ay pape “ti ‘ ‘ oO... EDL 
in its niche, anc was asking my boss 

Order these erasers today Fie 


from your stationer! 


SCOHSHSSHSSSSOSEESESESESEEE 
; =a ‘ STENOGRAPHIC MACHINES, INC. 

some new office. There was a “business | go49 North Ridgeway Ave., Skokie, Ill. T1159 
as usual” air about everything. My big- 


what accessories to buy for his hand- 


WELDON ROBERTS 


Please send me more information about Steno- 

















RUBBER co. gest job that afternoon, after a quick graph machine shorthand. 
365 Sixth Avenue, Newark 7, N. J. tour to see who was where, was to change | name 
World’s Foremost Eraser Specialists my interoffice phone file. 
—— eee | must confess my skepticism about address 
w: = bib eactaaneta » 
the movers taking the headac he out of city raat date 
: don M-Day was unfounded. Their formula 
of “preplanning and hand-holding” had present position 
turned the trick. . . . I hadn't reached 
school 





ee for the aspirin bottle once. 60006000 0056000000000600 
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One weight. 


Outperforms 
manent copies 


wanted 


See lt wu 


onstrated 


or phone 
to call. 


ST 3 
<< Is 


es y 


COLUMBIA RIBBON & CARBON MFG. CO., INC., 
COLUMBIA RIBBON & CARBON PACIFIC, INC., 


—. 


DEMONSTRATING 


PLASTTSO 


THE NEW ALL-PURPOSE CARBON PAPER 





Plastisol handles almost every 
typing requirement with every typewriter. 


Plastisol carbon paper will be dem- 


authorized Columbia representative 


GLEN COVE, NEW YORK 





Continued from page 21) 
licity can do much to enhance prestige 
\ story about the purchase of new jets on 
the business pages of the New York 
Times will be seen by thousands of busi- 
nessmen. A United airliner used as a 
backdrop for a series of fashion pictures 
will attract the attention of the female 
contingent. \ display it a convention 
mav sell a company on air travel 
¢ the right 


All these involve knowin 
people to contact at the right time. Al 


keep the pulolie “| nited CONSCIOUS, 


Phen there ire salesmen to be hired, 
trained, Kept on their toes. In addition. 
each member of the stafl ind this in 
cludes secretaries Is urged to become 


a part-time salesman tor the airline. Not 
only does this spul their interest in the 


company but it also earns them materia! 


re iras as t 
L here < Col il dema | or me 
] } 
leas tti¢ uv nicks orl i ofyts 
af 
these are the attention-getters. 


One such contributi ol \lr. Bicklew’s 


was the plan for the “Executive Flight.” 
i daily trip from Ne Y ork oO (hicago. 
Here the ilmosphere is str \ masculine 
no wometl i owed EXE pt tor the pretty 
stewardesses ho serve drinks. steak. and 
line cigal ( he ree essmel 
“Pretty successtu operation neg “Bick” 
Bickley savs modestly then grins as he 
idds that he takes it himself at least 
once a vear or the anniversary flight 
just to see that everything is going well. 
On the birthday flight paper hats. cake, 
and champagne add a festive touch. 


Flying =a common occurrence ! Nir. 


Bickley s life. In order to Keep track of 
the sales ofhices trave IS a NeECESSITN 
hence much of his time is spent on the 
road, or. more aptiv. in the sky. 


\\ hen he Is ! his New York othee his 
aay hegins about O:45 with a caretu 
study of the daily sales report. a quick 
check of the weekly sales chart on the 
vall near Nis desk. Phe ensuing hours 
mav be devoted to additional reports 
the compilation and the reading—proj 
ects. speech writing. and just thinking. 

Always. there are people involved 
and people take time. Meetings. confer- 
ences. phone calls. visitors snatch many 


Even lunchtime 


hours from a busy 
is generally devoied to business: so is 
many an evening 

Somehow Mr. Bickley manages to 
maintain a_take-it-easy manner. even 
when there are ten “rush” projects on his 
agenda and five people waiting on the 
line. One reason may be his two-desk ap 
proach. The main desk is massive. shiny, 
utterly devoid of anything resembling 
work (it’s perfect for sitting). The reason 


“It's easier to concentrate when you 
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pave only one thing in font of ou: Pal | BEST WAY TO JUDGE A DICTATING MACHINE 


of papers and reports encourage rifling, 
set your mind to wandering from the 
main problem at hand.” 

jut paperwork does have a way of 
piling up—hence the second desk, really 
ust a long extension of the window sill. 
Here you find the phone, the mail, the 
reports, the work to be done. Between the 
desks is a swivel chair—moving from one 
o another is just a short swing. 

One other reason for Mr. Bickley’s sue- 
cess may well be the fact that he allows his 
secretary a great deal of responsibility. 
Helen King has been with him for three 
vears, has a pretty sood idea of just how 
to handle anything that comes up. 

Helen's tenure seems to be prool that 
this approach really works. Nice help. 


too. the travel passes issued to United's 


) Only 
4” high 


employees. This year Heleh spent her 





vacation in Hawaii. 
When Mr. Bickley takes off on vaca- ae al 


tions himself, it's to some remote spot “as 


far from a telephone as possible. It’s 


Se \ 
meAR =, T T 
amazing the number of people who can HEA gw GELOSO ‘a Ni A 2 F: 
find you in the wilds somewhere ... not THE Wi 


just calls from the office you grow to ex- 


ae alee ee ae DICTATING-TRANSCRIBING MACHINE 


Li 


people who are stuck in Oshkosh or Po- $ 95 
dunk and just have to get on the next Only FED TAX 
plane for New York or San Francisco.” — 


(he phone rings at home, too. proving | Fidelity Makes The Difference FULL YEAR GUARANTEE 


iat the day never ends for those in the 


400 secretaries, questioned by a leading maga- 
zine about dictating machines, listed fidelity as An accurate word counter enables you to judge 
the most important feature they looked for in letter lengths, turn out perfect work. StenOtape 





transportation field. Calls have a way of 


oming through just as a bit of gardening 


in progress or a trip to the links is : 
eats ta atehek ‘Mios teadeee sania ie eitien a machine. is smart, compact, lovely to look at, 6% Ibs. 
it a moment's notice is all part of the job. | Each of these experts knows fidelity makes the light and only 4” high. 

Luckily. “Bick” Bickley is transpor- | difference... to the boss when he’s dictating The boss man will appreciate StenOtape’s ver- 
tation-minded. He has been ever since | Of listening . . . to you when transcribing... . Satility. It has dozens of uses: in the office, on 
he can remember. you hear every word so clearly there’s never any the road — for dictation, conferences, reports, 

‘| began my career with a small air- | ear fatigue. You feel relaxed even after hours interviews, phone talks, and more. So versatile, 
ine. Employees were in small supply, so | — of transcription. in fact, it’s fun to take home; it even tapes and 
you found yourself acting as mechanic. “Ease of operation” was the second most wanted Plays music. StenOtape registers up to 30 feet 
prop spinner, cleaner, or even co-pilot. feature. Using StenOtape is actually pleasurable. away, up to 2 hours on one reel of endlessly 
Planes were much smaller . . . carried | {t's so simple and easy, jamproof and trouble- | "@-uSable standard magnetic tape. 
ihout fourteen passengers, covered about free, too. You'll love the convenient foot or Yes, StenOtape fills the bill on all counts for 
110 miles an hour. (Quite different finger-tip controls for instant start, stop, back- secretaries who want the best, and businessmen 


trom today—witness United's newest space. Adjust the volume to your own taste. who want more machine for less money. 


pride and joy, the big jet-propelled DC-8 


with its 105-passenger capacity, its 560 FREE! FACTS BOOK 


miles-an-hour speed.) 


“Selling air travel was really tough For complete information about all dictating equipment, read “The Facts About Dictating Machines.” 
then... the most frequently-heard com- This 16-page illustrated book — for the first time anywhere — tells all the important features you 
ment was “Me, fly on one of those things and your boss should look for. Plus 50 new ways to save time and money in any business. Send for 

ire you crazy?” Things have changed your free copy today. Without obligation, of course. 


but there’s still a big selling job to do. 







@eeeeeeeeeeeeeeeseeeeeeeeeeeeeeeeseeeeeseeseeeeeeeee 
That's what I’m here for. $ American Geloso Electronics, inc., Dept. 40 





- 
\fter twenty-five years with United, $ 251 Park Avenue South, New York 10, N. Y. AL 4-2282 
“Ri ok”? a A es ; ° (© Please RUSH, without obligation, new free 16-page 
k Bickley i ; convinced that the © illustrated book “The Facts About Dictating Machines’’ 
greatest days of air transportation still ° 
. Ae” NI salad ppinieninlgibehenl iin inipeletapil 
ithead. 4 iit, 
Space travel is coming ... no ques- : SUIT © acsccccosctndociunesicrtinianeestenestetesionntemapamnscinnanaiaante 
t P - - e 
ion of that. I don’t know whether Ill be MINUTOS «as sssichannsus sateen apelnsenantelnciddlenelaaatialideliaaaaadi 
: , rae ° 
nd to see it—but United sure will. i ee Zone ........ oe 
as 
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What has she GOT 
that / havent gor? 





Ww 
“Fran’’ was so od 
ayy 


popular at the lake las | 1 
summer. And one day 
I found out why | 














SEE NOT, HEAR NOT, 
SPEAK NOT 


(Continued from page 37) 
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Her typing was cleaner 
when she bought an 
ERASERSTIK— Only 
then could she ‘erase 
without a trace’. Next 


came a raise—A new oe 
summer wardrobe rep) 
and even more vs 
important —a new 
self confidence! 









N 


So I’m heading 
RIGHT QUICK © 


o 
for 


ERASER SK. 


ABER-CASTELL Pencil Co., 
Newark 3, N. J. 


RASER 


TI 
AW.FaBER @RASERSTIK CAL SERVICED 70998 


Inc. 


A.W.F 


Which point do you prefer? 
Sharp, Medium or 

fverage, Thin or Blunt. 
RASERSTIK gives you 


r choice. Point with a 
mechanical or hand pencil \W 
sha ; 
58 





just such a “Scoop.” And you'll never 


know what a help you were—to the 
wrong boss. You can always add infor- 
mation you haven't revealed at first. if 
it is necessary. but you can never re- 


tract it. 


His Appointments 


In addition to routine business ap- 


called 


upon to arrange meetings with the bar- 


pointments. you may often be 
ber or tailor. These are visits which the 


harried executives has to squeeze in 


whenever he can. And here again. this 
is information you will not pass along to 
outsiders or even to his boss when that 
gentleman issues an urgent summons 
from the “front office.” When a presiden- 
tial crisis looms overhead, announcing 
that your employer is having his hair cut 
can be just as bad as saying he has taken 
the afternoon off to see a movie or to 
catch up on his fishing. 

The sad truth won't fetch him back 
from the barber's hands one minute 
sooner, so there's no point whatever in 
using it to irritate the man on the other 
end of the phone. A calm. “I'm sorry. 
Mr. B.. but Mr. Wilson is out of the office 
on a call. | expect him back in half-an- 


hour and will have him see you imme- 


diately.” will solve the problem all 
around. 

Should the Big Boss persist “Reach 
him on the phone right away!”"—you can 


always promise to try. leave word with 
the barber for extra speed. and then re- 
port your progress. 

One more word of caution .. . It may 
be exciting to have a front-page visitor 
pop in on your employer, but it will be 
even more exciting and far less pleasant 
if your careless chatter results in trouble. 
Celebrities do not always relish having 
their private affairs discussed by the 
entire office staff—from the file clerk to 
the elevator boy. 

If it’s that’s 


being settled behind those closed doors. 


a world-shaking event 


let your boss or his caller announce it. 
You'll shine in reflected glory as the 
girl who knew what was going on all the 
time, and never breathed a word. 


His Off-The-Cuff Remarks 

In the course of your daily dealings 
with your employer, you and he may dis- 
cuss inter-office situations, office person- 
alities, customers’ quirks, and foibles of 
the Big Boss. He may make startling or 
humorous comments often colored by his 


mood of the moment. Learn to judge how 








“SLIPS! 
FATIGUE! 


STENOSTIK: 


The Only Professional Ball Pen For You. 


A.W.Faber’s 
new Ball Pen 


for Shorthand 


Nobody believed there'd 
ever be a ball pen that 
didn't slip, skip or scrape 

until A.W.FaBer_ intro- 
duced STENOSTIK. 

Here is a living doll 
among ball pens. It’s light 
as a feather. Exclusively 
designed for Secretaries, 
it has a long, tapered fin- 
ger grip that lets you take 
shorthand by the hour 
without fatigue. Its full, 
pen-length blue ink car- 
tridge outlasts 7—-yes 7 
lead pencils. 


First we gave you 
ERASERSTIK —Nnow we 
give you STENOSTIK. 
Both are the best friends 


a Secretary ever had. 


DESIGN 
Pat. Pend. 
U. S. Pat. Off, 
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7° 
U.S.A. 





mnoger Oo8 


AW Faser STENOSTIK The Ball Pen for Shorthand 






Ask your Stationer. If 
he doesn't yet stock these 
blue, white and gold beauties, 
send us his name and we'll see 
that you are supplied. Priced at 
39¢, less in a box of 3 — the eco- 
nomical way to buy. 


A.W.FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J. 
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serious these comments are, and whether 
he really wants your opinion or simply 
: companionable silence. 

Men often heap insults and invectives 


mm their professional opponents, until 


inexperienced secretary may actually 
eel relieved that the violent days of 
dueling are gone forever. And yet, with 
he next breath this statement comes out: 
Of course, you know we're the best of 
friends.” 

And they are too. 

All in all, it’s best to take such remarks 
with a large grain of salt and a smile. And 
eave them where they Il do the least harm 


tucked away in your own memory. 


His Relationship With the Big Boss 


This varies from office to office. from 
man to man. and often. from day to day. 
In small concerns. it may have a more 
obvious effect upon your boss’ status, but 
vhatever the company hierarchy, it is 
vitally important to both his welfare and 
your own. 

If your employer has given you the 
ns and out’s of this top relationship, 
then vou are obliged to respect his con- 
fidence. And if you only surmise from 
bits and pieces of things seen and over- 
heard, don't jump to conclusions. Above 
ill. don’t match opinions with the other 


secretaries, 


His Family Affairs 

Its a blow to the romantic minded 
hut almost every “eligible” employer is 
ilready married and the father of a grow- 
ing family. In fact, he probably has par- 
ents. parents-in-law. brothers and sisters, 
tunts and uncles. and various assorted 
relatives whose personal involvements 
sometimes penetrate the office. Despite 
ill the ideal rules about the separation 
of home and office affairs. its almost im- 
possible for a secretary not to learn 
something about her employer's relations 

ith his family. 

Many a busy secretary has spent time 
suying an anniversary gift for his wife, 
selecting toys for his children, and send- 
ng flowers to his mother. She may even 
have found herself escorting the children 
o dentist or zoo, or writing letters while 
hey re at summer camp—for Dad's edit- 
ng and signature. 

(nd inevitably, she hears the bad news 
ong with the cood. She develops a 
xth sense that tells her when theyre 
on the outs,” just by the way her em- 
oyer storms in, grunts in her direction, 

d slams his office door. She may even 

pressed into service as a listening 
ist, expected to offer an encouraging 


cant be that bad, Mr. W. Things 
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are sure to be much Setter tonight.” 

But imagine for one instant the havoc 
you could stir up in this man’s personal 
and business life by revealing to curious 
co-workers the sad state of affairs on the 
home front. The Big Boss, hearing of it 
from his secretary who conducts her own 
relaying operation, may form a mistaken 
or unduly harsh opinion of a man whose 
private affairs get out of control even 
temporarily. Gossip has wrecked more 


than one promising career. 


His Finances 
If the state of your paycheck, savings 


account, and personal budget are matters 


for you alone, then consider how true this 
must be of your employer. As a private 
secretary, however, you may be entrusted 
with many of his banking, bill-paying, 
and record-keeping chores. You may 
even know better than his wife why this 
is not the year to reroof the house, buy 
wall-to-wall carpeting, and send Junior to 
a boarding school. 

You may learn more about the stock 
market than you ever dreamed of know- 
ing. You may feel familiar with loans, 
interest, and payment schedules. You'll 
have access to all the straight news about 
his wampum: and next to gossiping about 


his family relations. this is the most 





Most likely to succeed 


is the girl who uses the right typing paper. 


No messy erasure marks, no strikeovers. 


Her work is always’clean and neat because an 


ordinary pencil eraser flicks away typing errors. 


She’s tops in typists—she uses 


Millers Falls EZERASE 


BOND and ONION SKIN 





MANUFACTURER OF OLD DEERFIELD BOND, GIBRALTAR ONION SKIN, MILLERS FALLS BOND 


S| MILLERS FALLS PAPER COMPANY + MILLERS FALLS. MASS. 


AND ONION SKIN, EZERASE BOND AND ONION SKIN, MILLERS FALLS OPAQUE PARCHMENT 








Check these advantages 


of working 
at Lockheed 


lL. 


High starting wages plus 


periodic reviews. 


2. 


Attractive facilities, providing 
excellent working conditions. 


be 


Important and interesting 
work with a recognized 
leader in the missile 
and space industry. 


4. 


Liberal employee benefits, 
including health and life 
insurance, sick leave, paid 
vacations, credit union, 
retirement plan, and other 
privileges. 
If you can type 50 w.p.m. and 
take dictation at 80 w.p.m. 
we would like to discuss 
career opportunities with you. 


for information 
please write Nancy Boltor 
Dept. K-94, 962 W. EI Camir 
Real, Sunnyvale, California 


>. citizenship require 


Lockheed 


MISSILES AND SPACE 
DIVISION 


SUNNYVALE, CALIFORNIA 


§ —+ “ 
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dangerous information to fling carelessly 
about. 


His Health 


No man likes to have the state of his 
heart. liver. or teeth bandied about the 
office. It can even be a handicap at 
times—perhaps when a big trip or pro- 
motion is scheduled. So exercise discre- 
tion here too. Let your boss himself de- 
cide when to trade doctor's bulletins with 


the top executives. 


His Extra-Curricular Activities 

Your boss may be a triple-barrelled 
genius who is inventing gadgets in his 
workshop or pounding the typewriter 
nights over the Great American Novel. 
You know that. and you're proud of him. 
But unless you've heard him chewing the 
rag with the Big Boss about his night- 
time activities, don't prick his balloon by 
getting up on the soapbox and telling 
all within listening range. 

For one thing. you may learn that 
management doesn't appreciate his dis- 
pelling his genius and energy on such 
matters.” Or, his 


“trivial inspiration 


could be sheer economic necessity—a 
fact he would prefer NOT to advertise. 
At any rate, silence is always the best 
policy. 

\ wise secretary never boasts of the 
confidence her employer gives her. Nor 
does she advertise any special rewards 
for a job well-done. Those bonus theater 
tickets, that afternoon off. or the addition 
to your pay check concern only you and 
your boss. More than one office has been 
rocked by the battle-cry of. “Mr. Wilson 
gave Helen another raise last week—and 
lve been here longer than she has.” 

Don't give him cause to regret his 
generosity. 

When it comes to a romantic interest 
in your employer. the right answer 1s 
usually, “Forget it.” If he’s married, you 
should know from the start it’s a dead- 
end road. If he’s not, your life can be- 
come too complicated by indulging in 
daydreams of téte-a-téte luncheons, cock- 
tail dates, or dinner dances. Statistics 
show that most of the bosses who marry 
their secretaries are widowers .. . and 
the secretaries are mature women who 
have been with them for years. 

Look for your big romance outside 
of the office. and only congratulations 
from the boss. 


Any Other Points? 

Just one. Who is a real “Confidential 
Secretary?” She's the girl who thinks 
twice before speaking and even then goes 
by another old adage—“When in doubt, 
don't.” 
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A fellow 


worker-who 
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Here’s a desk mate who takes the 
guesswork out of your job... it 
always has the right answers to 
make you worth more to your 
boss. 

Free your mind of pesky details, 
have time for things that really 
count ... it’s easy with an EVER 
READY desk calendar to organ- 
ize your everyday routine. It’s 
also a good way to get ahead 
faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 











EVER READY 


CALENDAR 
MANUFACTURING CO. 


150 Bay Street 
Jersey City, New Jersey 
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ASERS 
TEASERS 
(Key to quiz on page 12) 


Signs of the Times 


1. Accommodated: 2. Men’s, 
Roast-Beet 


long 


Ladies’; 3. 
Sandwich: 4. it’s: 5. a pair of 
(the gloves did 
not belong to a long white lady) : 6. weeks’; 
7. Caramel Sundae; 8. 


ream; 9, Encum-brance; 


lady's white gloves 


than any other 


10. dyed. 


(Key to project on page 49) 


Letter | 

Line 1—comma after age, no comma after 
men or in line 2 after positions (restrictive 
clause); line 3—hyphen after lightning: 


line 4—decisions; line 5—necessary; line 6 
They (not He): 
line 9—transpose period and quotes (a peri- 
od is always placed inside the closing quota- 
tion mark); line 11—a-nal-y-sis; line 13 

recommendations; line 14—no comma after 
recommendations (restrictive clause) ; 


finger tips (2 words), 


FREE 


STARLIGHT 
CASE and FRAME 


\tiendshi ) 
Ns 


15—hyphen after record, sys-tem; line 19— 
: From Your Own Favorite 
comma alter repeat 


Photo, Snapshot or Negative 


25 «4 
or SO ror *2 
plus 25¢ shipping 


From the Thanksgiving Dinner 
Letter 2 

Line 1—comma after Rogers and in line 
2 after organization (explanatory phrases 
should be set off by commas); line 3— 
reference; line 6—Rogers’ (add an s after 
the apostrophe only if a new syllable is 


l. bouillon: 3. potatoes ; 1. cauliflowe cs 
7. mayonnaise; 8, pickles; 9. choc 


olate; 10. pumpkin. 


D. gravy; 


Friendship Photos’ excitingly new different Shadowbox 
Prints with deep sunk embossing and softly rounded 
corners add subtle glamour to that treasured snapshot 
Prints are wallet size 24" x 3%". Satisfaction guar- 
anteed. Order today 


EXTRA BONUS — FREE WITH EACH $2 ORDER 


4" x 6” Princess Portrait enlargement 


How Are These Sounds Spelled? 
formed in the pronunciation of the posses- 
sive), sales work (2 words); line 8—as to, 
comma after intelligence; line 9—integrity: 
line 10—dif-fi-cult; line 11—question mark 
after with; line 13—take out most (double 
superlative) ; line 14—confidence; line 15— 
hyphen after self, comma after addressed; 
line 16 


l. taught; 2. fought, thought; 3. boroughs: 
1. caught, thoroughly; 5. brought, through, 
wrought; 6. fought, naught; 7. cough: 8. 


10. ought. 





although, bought; 9, boughs; cm meme 


Friendship Photos, Dept.F-11, Quincy 69, Mass. 
Please send me 
a 25 “Shadowbox” 
pose $1.25 enclosed. Also send Free Starlight 
Case and Frame 
50 “Shadowbox” Friendship Photos, from one ! 


Breath, Breathe, or Breadth Friendship Photos, from one J 


convenience 


l. breath: 2. breadth: 3. breath; 4. breathe: 
5. breadth; 6. breath: 7. breathe; 8. breath; 


CL 





i 

: I pose... $2.25. Also send Free additional Princess 
9. breathe; 10. breadth. > j Portrait Enlargement and Frame 

- EFA 1 enclose photo, snapshot or negative which you will 

* . [ return unharmed. My money back, airmail, if I'm not l 

. . completely satisfied. 

E Plus = I ! 

Coffee Break " i iibctectsatiaebtiabisaessdisidenastehelnes j 
1. human, humane: 2. local, locale: 3. choral. IEE AEA AO NE 8 i 
chorale: 4. moral, morale: 5. musical, n — I ciTy ZONE 
musicale. ; bed i | 

C = RRR care aE ee ' 


ee ee ee eee oe ( Please Print) ae ome eee oe oe oe 
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“Secretaries never die... 


They just stay young indefinitely*—that is, if they use 
Kee Lox Grip-N-Pull carbon paper. Ask any girl who is 
already using it (and note how fresh and vivacious she looks 
—even at quitting time). She’ll tell you what nice copies she 
gets, how clean they are. And she’ll be equally enthusiastic 
over Grip-N-Pull’s other features— automatic warning of last 
typing lines, automatic rotation, automatic alignment. 


You too can stay young indefinitely* by letting Grip-N-Pull 
carbon paper make your work easier and pleasanter. And your 
boss will be interested in knowing that Grip-N-Pull, with all 
its advantages and long wear, still costs no more than regular 
carbon paper which does not have the exclusive patented 
features of Grip-N-Pull. 


*The only exaggeration (one we hope will 
cause a smile) in this message. 
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(, 
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Attach to letterhead and mail to 


Kee Lox Manufacturing Company 
Department TS-119, Rochester 1, New York 





S 
“= 


r 
| 
| 
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| 
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a 

KEE ox MANUFACTURING COMPANY 
| 
| 
| 
| 


Send free samples of Grip-N-Pull to: 


CARBON PAPERS AND INKED RIBBONS NAME 





Sold through KEE-LOX branches and 
selected independent stationers 


ADDRESS 
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MADAM CHAIRMAN ... 


(Continued from page 27) 





—appeal the chairman’s ruling when 





it is based on her own judgment, 
opinion, or decision 
—vote (or abstain from voting) on 
any motion 
Remembering your rights will enable ' 
you to have your say—and prevent oth- 


ers from abusing their privileges. 


the boss will be 


7 


Know What to Do 


You can contribute to the efficiency 
and dispatch of a meeting by exercising 
these rights. For example, no course of 
action can be discussed and voted upon 
until it is put in the form of a motion, 
seconded, and restated by the president. 
By making a motion or seconding some- 
one else’s motion, you speed up pro- 
ceedings. 

You can bring out any additional facts 
you think the club should know before 
reaching a decision by moving to extend 


three times aS Pleased | eisse. vou can keep a meeting on sche! 


ule by moving that debate on a question 


PE be limited. You can “move the previous 
‘an : = ‘ : question,” thus stopping debate and call- 


ing for an immediate vote on the motion 
before the house. 

\ motion may be amended to make 
it clearer or more definite. A “privy ileged” 
motion (one that takes precedence) may 
also be made. For instance, if a speaker 
mumbles, you may say, “Madam Chair- 
man, we cannot hear the speaker.” (And 

: at any time after the formal opening 
“eR. bd ceremonies, you may move to recess or 
with your typing on || adjourn.) You can get a recount on a 
: close vote by saying. “Madam Chair- 

~{| man, I doubt the vote.” 


EAGLE-A BOXED TYPEWRITER PAPERS} “.: 


In order to make a motion, you must 





first obtain the floor. This is done by 
Get set for compliments — when the boss sees your letters and office | rising and addressing the chair: “Madam 


memos on Eagle-A Boxed Typewriter Papers! He’ll like the sparkling | “h#itman.” When you are recognized— 
a sia typi the bright. cl f f th fi by name or nod—you have permission to 
ook of your typing on the bright, clear surfaces of these fine papers. speak. The proper form is, “I move that 
And he’ll never notice erasures, because of the good erasing qualities (The phrase, “I make a motion 
of Eagle-A Boxed Typewriter Papers. They come in letter and legal | that,” is old hat, and it conjures up 
sizes, plain or ruled — in packets or the Eagle-A “Hinge-Top” box. | Pictures of a ra rio myuny) © 

? ae your motion is lengthy, you can write it 
Secretaries and teachers: for a free Miniature Sample Booklet and | ~ 
our Letter Placement Guide, write on your firm or school letterhead | man after reading it. 


to Dept. S, American Writing Paper Corporation, Holyoke, Mass. When you second a motion, you don’t 
need to rise or be recognized. Just call 
Ask your stationer for any of these popular Eagle-A Boxed Typewriter Papers: | out, “I second the motion.” 


out and present the paper to the chair- 

















100% COTTON FIBER EXTRA NUMBER ONE: Coupon Bond io 9. eee Hs Sok SNE arene oF 
100% COTTON FIBER: Agawam Bond and Onion Skin; Coupon Onion Skin as Tee, ye ay eee: © 
75% COTTON FIBER: Contract Bond « 50% COTTON FIBER: Acceptance Bond | EAGLEA he proper form is, “I move that the 
25% COTTON FIBER: Trojan Bond, Onion Skin and Manuscript Cover; RX. motion be amended by . . .” If your 

Type-Erase, the Bond and Onion Skin with, “built-in erasability”’ fr change comes before the period, you 
SULPHITE: Quality Bond, Onion Skin and Manifold; Translucent Bond PAPERS “insert” words; if it comes after the 
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period, you “add” words. Or you say 


“by striking out the words . . . and in- 
serting . . .” or “by substituting the 


words... for.... 


The assembly then may discuss and 


vote on the amendment. After the amend- 
ment is carried, the revised main motion 
It is then 


open to debate and voting. If the amend- 


is restated by the president. 
ment is lost. the main motion as origin- 
ally stated is brought up for discussion 


and a vote. 


Know Your Duties, Too 


The axiom that “every right involves 


a duty” applies especially to club mem- 
bership. Here are some of the things you 
can do to aid your club’s progress and 
make your membership more valuable 
to you: 


1. Attend 


quorum to 


meetings. A club needs a 


conduct business legally— 


and the officers can carry out the wishes 

of the members on each matter only if 

they are aware of them. Speak up! 
Keep the officers and chairmen in- 

formed of any change in your name, 

address, or telephone number. 

Clubs de- 


pend upon these fees to cover operating 


Pay your dues promptly. 


expenses, and they base their budgets 
on them. 
Its better 


two clubs and 


Be active, not passive. 


to join one or promote 
their interests and goals wholeheartedly, 
than to be just a name on a multitude 
ol rosters. 

ideas with the club. 


5. Share your 


Suggestions are welcome, and a _ con- 
structive complaint may change an out- 
distasteful 


Read your bylaws and club history 


dated procedure or policy. 


to learn the aims of the organization 

and the responsibilities of officers and 

members. 
Vote in 

the kind of leadership you want. 

You'll get 

acquainted faster. Your help is needed, 


elections, so you will get 


8. Serve on committees. 


and you'll develop your talents. 
Look for 


among your friends and acquaintances. 


prospective members 
Clubs need new blood for reinforcement 
and fresh approaches. 

Run for office, if you have leader- 


ship ability and the time and energy 
required to do a good job. 


Above all, 


clique 


don’t complain that “a 
Chances are 
hold office and 


runs everything.” 


that the “same old ones” 
chairmanships because no one else is 
willing to work that hard. Lend them a 
helping hand, instead. It’s your club, so 
use your rights and do your share to 


et the most out of membership. 


A 
Vovember,. 
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ONLY FULLY TRANSISTORIZED 


PORTABLE 


/ dictation machine with 











_ In your hand 


_- “-OMBINATION 
\ MICROPHONE-SPEAKER 


Sica ------- ® ELECTRIC REVERSE 
ee PLAY BACK 


* Ne ae ae ee ® DICTATE-LOCK 
N 
~---e INPUT VOLUME 


----------- © OUTPUT VOLUME 


= 


(Photos 2 actual size) 
BYs x 6V%_ x 1% —4)/ Ibs. 


NOW DICTATE WHEREVER YOU ARE! 


omptometer 
® 
oronet 
Microphone Control. ALL operating controls are in the full 
hand-size mike. Makes dictation as easy as talking. 


Perfect Dictation Every Time. No confusing corrections. 
Just dictate new phrasing over old—perfect dictation always! 


INDOORS OR OUT... 
WHILE TRAVELING 
OR AT HOME 


Book-sized transistorized 
Comptometer CORONET 
has permanent 

printed circuits and 
built-in erase bar. 

Tucks into briefcase, 
car glove compartment, 
desk drawer... 

goes where you go. 


LIMITLESS-LIFE DICTATION BELT 
PAYS FOR YOUR CORONET 


Uses same Erase-O-Matic non-slip belt as Standard Desk 
Machine. Belt can be reused thousands of times. No recur- 
ring costs as with ordinary belts, discs, cylinders—a saving 
that pays for your Coronet. Belt is easy to insert and re- 
move. Operates on 6 small mercury batteries, available 
anywhere, or on A.C. with tiny power pack. 

Scaled down in all but performance, here's big machine 
service and big new advancements, at your hand wherever 
you may be—complete portability! 


omptometer 
rporea tion 
... Better Products 
to Better Business 


Send this coupon 
FOR DESCRIPTIVE 


(1) Send me Coronet literature (J! would like to see the Coronet 





LITERATURE! mee > deneueeens 
Firm Se ee ee = 
COMPTOMETER 
CORPORATION ee a ee ae ee 
1708 N. Paulina St., 
Chicago 22, Ill. City__ = State — 















Planning next month’s 
dates this month? 





Eaton’s expertly planned Nascon 
Month-At-A-Glance Record Book 
will keep your records straight. 
Keeps full month of appointments, 
daily notations right before your 
glance on each double-page spread. 
Additional section of perforated 
pages for detailed notes. 


Rich colors. Genuine and simulated 
leathers. At your stationer’s. 


EATON’S 


NASCON “‘AT-A-GLANCE” RECORD BOOKS 


EATON PAPER CORPORATION ce PITTSFIELD, MASSACHUSETTS 





SPEAKERS 


(Continued from page 26) 


















ALL NEW 


_JSPeconite 
ACCOUNTING 
Copyholder 


Accepts ledger 
sheets up to 17 
inches in width. 
Enables typist to read copy from 
wide sheets directly in front of her, 
without eye or neck strain. Forward, 
backward and height adjustments 
made instantly for best focal dis- 
tance. Rotating head permits move- 
ment of reading material for perfect 
lighting and eliminates glare. Ex- 
cellent built-in copy Magnifier. 


_Jreeoaie SECRETARY 
Senile 


Offers all features of Accounting 
Model. Can be installed on any desk 
or desk pedestal without tools. Folds 
instantly behind typewriter when 
not in use. 


Write for descriptive catalog or 
trial installation. 


HALL-WELTER COMPANY, Inc. 
56 Mt. Hope Avenue 
Rochester 20, N. Y 
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BOSTON CHAMPION 


4 decorative colors; 
blue—green—sandtone— gray 


The finest in convenience! Boston 
Champion portable pencil sharp- 
eners save time... 
build efficiency. 

Order today from 
your local stationer. 


* 
BOSTON 





C. HOWARD HUNT PEN CO., CAMDEN 1,N.J. 








national reputation for the large com- 
munity event or the state convention. 


What about payment? 


The person you select expects to be 
paid for his speech. 

He may be pleased to receive your 
invitation, but he is not likely to carry 
it about in his wallet showing it to his 
admiring friends. Nor will he place it 
reverently on his hotel dresser along 
with the picture of his wife and the 
standard copy of the Bible. He has quite 
a prosaic interest in the speech along 
with the pleasure of the dinner and the 
recognition he receives. He expects to be 
paid. 

Tell him in your invitation just how 
much your group can afford to pay. Do 
not send the invitation and omit all men- 
tion of a fee—thereby hoping that you 
will get by for nothing. If your prospec- 
tive speaker suspects you are masquerad- 
ing as a charity case, he will certainly 
write back, but only to thank you and 
decline. 

The dramatic method is out, too. Do 
not attempt to play on his sympathy or 
his public spirit by saying: “Of course. 
we have a limited budget and can’t afford 
to pay very much.” Why should your 
group expect to pay full freight for din- 
ner. decorations, and other appointments. 
but not for the speaker? 

Do it the correct way. Send a polite 
invitation and with it, your offer—what- 
ever the committee has decided it can 
afford. The speaker is then free to ac- 
cept or reject, without involving all of 
you in the embarrassment of bargaining. 


What should you pay? 


Whatever is just and necessary, with- 
out bargaining. 

Non-professional people of your own 
community may be offered from ten to 
twenty-five dollars. Semi-professional 
speakers, such as most schoolmen, law- 
yers, and clergymen may be offered from 
twenty-five to seventy-five dollars, de- 
pending upon the importance of the occa- 
sion and the particular speaker asked. 
Of course, when you begin to inquire 
about top-flight talent, you must be pre- 
pared to pay from one hundred to five 
hundred dollars or more. 


What about preparations? 


A program secretary or chairman will 
want to clarify all items beforehand. 
Have a set understanding about travel 
(Continued on page 70) 
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Best News 
oT “9°59 —r wo 
SMUDGE-PROOF 
Carbon Paper! 


Underwood Corporation 


Non-smudging. Hands, clothes stay clean. 
One weight and finish does most jobs! 
Multi-purpose. Works on any typewriter. 
Cleanest. Gives sharpest, crispest copies. 
No curling. Easiest to handle. 

Longer life. Outlasts others 3 to 1. 

And it comes in the prettiest package! 


if you'd like to try this wonderful new car- 
bon paper without cost or obligation, just 
drop us a note on your company letter- 
head. Address Underwood Corporation, 
1 Park Avenue, New York, N.Y. Ask 
too for information about our unlimited 
Special services, and our complete line of 


typewriter ribbons and carbon papers. 


underwood corporation] 04 
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TOTEM POLE 


(Continued from page 23) 











There they measured, mixed, stirred, 
poked, and prodded—in the glorious at- 


make stickier, 
\ few members of another depart- 


tempt to longer-lasting 
glue. 
ment, Production, were usually wander- 
ing about to do some prodding of their 
They latest 


use for their job of producing tons and 


own. wanted the 


recipe to 
tons of Amalgamated Glue. 

The Treasurer's Department held the 
and the Sales or Marketing De- 
held the shock These 


line men (those accomplishing 


money, 
partment troops. 
were the 
the main objectives of the company 


manufacturing, sales—as distinct from 


the staff who provided service, advice, 
and control for the line de- 
These, the 
the men destined to convince every red- 


blooded 


most from this life 


co-operation, 


partments). salesmen, were 
wanted 


Amal- 


American that what he 


was a pot of 


gamated Glue—economy size. 


Personnel was given the job of recruit- 


ing more workers and keeping them 
happy once they were recruited. Public 


had the entire 


Its iob was to create 


Relations country as a 


target. a company 


image that combined strength, honesty, 


and an affectionate regard for the 
it stick. 
little, 


Legal Department. 


aver- 


age citizen and—make 
If the 


always the 


image slipped a there 
was 

All these men saw George when neces- 
sary, but he directly supervised only two 
of this and _ the 


vice-president of the Legal Department. 


group: the treasurer 
He had shortened his span of control. 
to the 


supervising only from four to seven men. 


coming closer executive ideal 


Over the other five departments, he 
installed an executive vice-president who 
also reported directly to him. It was this 
man’s job to co-ordinate the various de- 
partmental activities and solve any rou- 
tine problems. 

Such an arrangement left George free 
to meet with the representatives of other 
organizations, devote himself to im- 
portant policy decisions and important 
administrative business. 

It had also created a longish chain 
of command. This ran from the stock- 
holders through the Board of Directors, 
through George and his executive vice- 
president. From there it went through the 
five VP’s the executive vice-president 
supervised, down through their own exec- 
utive assistants, and through the man- 
agers and supervisors to the employees 
themselves. 
their the 


Complaints made way up 


























NOW! 


an 
Office Pencil 
shaped to 


the Fingers 


——$ $$ 






@ ROYALSCOT sort © 





TRYREX 
RICHARD BEST 


Designers an 
A 2: men w jse a 
ane il al aay 
ym nd new 
‘tele ral shape 
\ 


There’s real economy and 


ee 








a efficiency in the new TRYREX 
™ : shape! Extra thin leads keep 
vo point longer. Resharpen 
“ | quickly due to small gauge 
‘>of lead. Made in five hardness 
es mi degrees. Order Royal Scott or 
| . | Futura—six to a cellophane 
4) package—from your dealer, 
i 


or write to us, 


! IMPORTANT: They cost no 
more than ordinary pencils. 


"Qutura-- in Pink 


| ROYAL SCOT — in Black 








| Richard Best 


Pencil Company 


. ——__4 





| 
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Springfield, New Jersey 


an 









































it's easy to get 


CASH 


FOR YOUR GROUP 


Sell Fresh, Flavorful 
Salted Nut Products 


in colorful, vacuum packed tins 


A Complete Fund Raising Plan from 
Ze) PEANUT CORPORATION OF AMERICA 


Makers of famous Buster Nut Products 
The finest products plus this simple plan 
make your sale a success. 

@ NO FREIGHT TO PAY... 

@ NO MONEY TO ADVANCE... 

@ NO BREAKAGE or SPOILAGE... 

@ SALE GUARANTEED... 


FILL OUT AND MAIL 
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filtered down. 


Separated from all this 


ladder; commands 
in a properly 
impersonal manner—were the Financial 
and Legal Departments. Supervised by 
George himself, they were free from in- 
clusion in his “chain of command.” 

Joining them were a specialist in eco- 
the Presi- 
dent. Like the legal counsel the special- 


nomics and an “assistant to” 
ist was not concerned with the internal 
workings of the company. He was there 
to save George money. He was simply 
an adviser. 

The “assistant to” was in a more un- 
comfortable position. He was to help the 
president wherever and whenever possi- 
ble, and he carried no authority in his 
own right. For him, more than any other 
staff member. the first rule of dealing 
with the “line workers” applies—infor- 
mal persuasion. 
other rules, too, and 


There were 


George followed them. 


1. There must be a clear line of author- 
ity running from top to bottom. 

2. No one in the organization should 
have more than one boss (steno pools are 
an exception). 

3. The responsibility of each supervisor 
should be clearly defined in writing to 
prevent any misunderstandings. 

1. Responsibility should always be cou- 
pled with corresponding authority. 

5. Responsibility of higher authority for 
the acts of its subordinates is absolute. 
6. Authority should be delegated as far 
down the line as possible. 

7. The number of levels of authority 
should be kept at a minimum. 

8. The work of every person in the organ- 
ization should be confined as far as 
possible to the performance of a single 
leading function (specialization). 

9. Whenever functions 
should be separated from staff functions. 
and adequate emphasis should be placed 
on important staff activities. 


possible line 


10. There is a limit to the number of 
positions that can be co-ordinated by a 
single executive. 

ll. The organization should be flexible 
so that it can be adjusted to changing 
conditions. 

12. The organization should be kept as 
simple as possible. 


At the end of a few months with these 
do’s and don'ts, George had eliminated 
jurisdictional conflicts, duplicated efforts, 
and “passing the buck.” More important, 
dividends were increasing. George was 
happy, the stockholders were happy. 
and the Board and it’s chairman were 
happy. 

And this was the organization that 
George built. 











ORGANIZATION TERMS 


Board of Directors. 
mittee elected by 


A standing com- 
the stockholders, to 
whom the stockholders delegate their 
rights to direct the administration of their 
corporation, to select the president, de- 
clare dividends, nominate directors for 
subsequent elections, approve budgets and 
changes in capital structure, advise execu- 
tives, etc. 


Controller. Supervises financial affairs 
of a business, nonprofit organization, or 
division of government. Authorizes and 
controls disbursement of monies kept by 
treasurer. Oversees maintenance of ac- 
counts and records. Develops and formu- 
lates policies for solution of the organiza- 
tion's financial problems. 


Manager. An individual who is granted 
power by a superior (owner, president or 
board of directors) to plan, direct, co- 
ordinate, organize, and control an estab- 
lishment (or part of one). He works 
through subordinates and is responsible 
for the successful outcome of the under- 
taking. His area of responsibility is fre- 
quently defined by an adjective or phrase 
coupled with the term manager, e.g., 
production manager. 


President. Head administrator of a busi- 
ness organization. Directs policies and 
handles complex administrative matters. 
Usually presides over a board of directors. 
Often represents firm or organization in 
dealing with other organizations or with 
the government. Often directs the every- 
day operating activities of the firm. 


Secretary. A company officer in charge 
of: corporate records such as certificate 
of incorporation, by-laws, and minutes of 
meeting; the corporation seal; meeting 
notices; and lists of stock- and bond- 
holders (although these lists are often 
cared for by the treasurer). 


Treasurer. Directs finances of a business 
firm or organization. Collects money, au- 
thorizes expenditures, and keeps records 
of financial transactions. Makes financial 
reports to other officials. 


Vice-President. Performs administrative 
duties subordinate to the president. The 
specific duties, such as having charge of 
divisions or branch offices, supervising 
personnel, or planning production sched- 
ules, vary according to the policy of the 
business or the organization. 
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shoppin 


spree 





BRIGHT NEW STAR on the holiday hori- 
zon—this 12-pointed “tree topper.” The 


Crystalite uses 7'/2-watt bulb to transmit 
brilliant-colored rays through all 12 
points. Lightweight, 894 inches. Send 
$2.49 to Van Wart Assoes.. Dept. TS, 
18600 Schoolcraft, Detroit 23, Mich. 








HOT DOG! Now you can cook three 
of them in just two minutes. All that’s 

eded—this electric hot-dog roaster, an 
outlet, and an appetite. For easy eating 
it home, office, anywhere. Compact and 
I 


sale current is off once lid is raised 


Yours for $6.95; from Roaster, Box 568 


Pyro, Kan. 






= 


he 


MAKE A PIG OF YOURSELF—that’s why 
he snack-serving pig is there. Fasten 
lives, cheese, etc.. to 100 colored picks; 
pretzels around the detachable tail. 

It’s egg to make the perfect 
Made of birchwood, 7 inches long. 

nd $3.20 to Joseph J. Blake, Dept. 

Blake Bldg.. Gilroy, Calif. 


mber, 1959 






Now! ... Show All Your Friends 
You, Too, Have Lived Dangerously! 


Your Name 
On A Genuine 
Bullfight Poster 


Impress and puzzle your friends, with this large 
17” x 28” bullfight poster, featuring your name 
among those of other famous matadors. This au- 
thentic poster, using the original art work and 
printing plates in full color, makes a dramatic eye- 
catching decoration for home or office... or a truly 
personalized gift for your bull-throwing friends. 
Poster imprinted with your full name or any other 
name you specify—only $2.98 ppd. 2 posters, with 
2 different names—$S.75S ppd. Order now. 

Mailed in a round mailing tube, not folded. 

Ready to frame or hang on wall. 
Be the first matador in your sef. 

Send check or money order 


VUENLER GHATS CX-4 Spencer Bidg. 
Atlantic City, N. J. 


Copyright 1959 Spencer Gifts, Atlantic City, N. J. 
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HOLLY FOR CHRISTMAS-—A tra- 
KEY TO A MILLION LAUGHS dition as old and lovely as Christ- 


NEW WIND-UP KEY—Laugh Hit of the year mas itself. Charming small box 
Terrific for people who own a car or as a Taw wOl/ . . .s : . 

humorous gift for friends that own one. It’s 15x7x3 . filled with oul most 
the KEY to a million laughs. Makes a car look beautiful English holly with sprigs 
like a big brother to the wind up toy car. Made F P “ . . 

of flexible plastic, it’s 14” long, 6” high. Com- of mistletoe, juniper and cedar in- 
plete with large suction cup. Key available in : . rae at — aI feo ames 
black, red or bronze. Just $1.25 ppd., USA, cluded. Postpaid special delivery, 
No c.o.d.'s. Joseph J, Blake, Dept. S-19, Blake $2.50. Also a large 4 lb. box, $4.95. 


Bidg., Gilroy, Calif. 








Richen’s, Sherwood, Oregon. 


























WORTH 
DOLLARS 


COIN COLLECT. 
NG is lots of fun 


: a ond may pay off! 60 tor $2. 00 


This Lincoln penny - 2 
a $) rth $35.00 22" x32" genuine photos 
falbum '] 1S wor wv for classmates, loved ones 
or more when properly com- Made from any photo on 
pleted. Some cents are easy to find, others silk finish studio paper 
harder to come by, but ALL ARE AVAILABLE Send pictures, 25 for $1.25 
plus Free 5” x 7” enlarge- 
ment (60 for $2.25) 


for 1” 


y only 









Fill 59 spaces with pennies (dotes and marks 





found in album). Save other sets worth hun- 










dreds of dollars. All information sent with Ist 


album. Send $1 to: MR*eT TTS Tar tt tie 
Box 488, Dept. Hempstead, N. Y. 


Satisfaction 
Guaranteed 



















































££ OQ | MEXICAN IMPORTS 
= BIG FREE CATALOG 


° into DOLLA RS! ti Handtooled leather Purses and Shoes, 


a. Jewelry, aprons. tablecloths, novelty & 
gift items, moccasins, skirts, Mexican foods, etc., direct 
yearly. Songs Composed, PUBLISHED, from MEXICO. Buy direct from Importer and SAVE. 
Promoted. Appraisal, info FREE from Send Card NOW to 


NEW songwriters, poets share $33 millions 














aiberaietestitters 


: : i NORTHERN IMPORT CO. 
3 NORDYKE Music Publishers { Dept. T-160, Reed City, Michigan 
= 6000 Sunset, HOLLYWOOD 28B. Calif 


prrenvereersvreT rr 














Me 


For Your Office Desk 


Mysterious 
Little Black Box 
S-l-o-w-l-y 
A PaleHand Emerges...! 






his little black 

box just sits 

there—quiet, sinister, 
waiting for you or your 
visitor to throw the switch on. Then, suddenly 
it comes to life, with a whir of power—twitch- 
ing and jumping as if a demented genie were 
locked inside. Slo-o-o-wly the lid rises. From 
beneath emerges a pale, clutching hand. The 
hand grabs the switch, pushes it to “off”, 
quickly disappears back in the box. The lid 
slams shut. Once again, all is quiet. All, 
except your shaken friends, many of whom 
will immediately take the pledge! Be first to 
own it! Send now. Ideal also for the bar. 


Complete with batteries, only $4.98 
plus 25¢ for postage and handling 
Cuaranteed to unnerve or money back. 
Enclose remittance. Available by mail only from 


SPENCER GIFTS “X35 Snancet Bide: 








Electric Foot Warmer 


No more cold feet keeps your feet and 
ankles comfortably warm. The Electro Mat is 
made of oil-resistant rubber. Operates on any 


110-volt AC or DC outlet, consumes less than 


100 watts 14” x 21”. Can be used by 
anyone in ofhce, store, factory, or house 
12-mo. guarantee. Only $7.95 ppd. Interstate 
Rubber Products Corp., Dept. 402, 906 


Avila Street, Los Angeles 12, Calif.; 9108 
Meyers Rd., Detroit 28, Michigan. 
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Miss Secretary: Please yourself or your favorite gir 
friend with a lovely gift of this unusual Secretary’ 
Charm Bracelet of twelve accurate miniatures of 
secretary’s profession Charms include movable 
cil sharpener, posture chair that really swivels 
writer, file cabinet desk telephone time 
Stapler, adding machine eraser, water cooler, and 
the inevitable Swiss cheese sandwich and container 
of coffee 
Gift Boxed, Postpaid (Fed. Tax Inc!.): In_ Hamilton 
Gold Finish, $4.98: in Sterling Silver, $19 5: in 
14K Solid Gold, $129.00. 
Money-back Guarantee. Send check or m.o. Individual 
charms available in Sterling Silver and 14K_ Gol« 
Write for price list and our FREE Illustrated Profes- 
sional Gift Catalog 

PERSONALIZED GIFTS COMPANY 


160 Fifth Avenue, Dept. 911-S, New York 10, N. Y. 











CHRISTMAS 
SHOPPING 
MADE 
EASY 





What more thoughtful gift can you buy tor 
your secretary-friends than a subscription to 
TODAY'S SECRETARY? 

Special Holiday Rates are available through 
January 31, 1960: One or two subscriptions for 
$2.50 a year, $2.25 a year for three or more 
subscriptions. Your order may include your 
own subscription, too. 

Your shopping can be made so easy and 
economical if you will make out a list of gift 
subscriptions and send it to us teday! Billing 
arrangements can be made on orders for five 
or more subscriptions at holiday rates. 


TODAY'S SECRETARY 
330 West 42 Street 
New York 36, New York 
My Christmas Gift subscription order is for: 


subscriptions at $2.25 each (three or more 
subscriptions) 
subscriptions at $2.50 each 
Please send gift card and the December issue to the 
names and addresses attached. 








PLACE CARD HOLDERS 


Ideal for a festive holiday table! Petite porce- 
lain figurines of Santas, snowmen, angels, and 
elves hold name cards in slotted backs. About 
2” high. Set of 8, $1.00 Postage Paid. Merry 
Christmas place cards included. Write for Free 
Catalog of 500 gifts. ADRIANE, Ine., 9-943, 
Finch Blidg., St. Paul 1, Minn. 














Do You Make These 
Mistakes in English? 


MANY PERSONS say “‘between you andI” 





GET ME TO THE CHURCH IN TIME to open 
the 24 gifts contained in this Advent 
Church. Each box holds miniature doll. 
Unwrap one a day starting December 1: 
you ll have a complete set by Christmas. 


Should curtail children’s holiday curi 
osity. Chureh stands 5 by 8 inches: 


steeple 13 inches high. Only $1.50, ppd.: 
from Spencer Gifts, Dept. TS. Spencer 


Bldg.. Atlantie City. N. J 





STICK "EM UP, PARDNER, on this knotty- 
pine Shootin Iron Board. It trains your 
cowboy to put away his gear, be it west- 
ern or otherwise. Black metal horseshoes. 
rawhide ties. Measures 20 by 20 inches. 
$5: $2.50 model not shown. Send to The 
Ranch House, Dept. TS, 216 Chesterfield 


Dr., San Antonio, Tex. 








SECRETARY—GIRL OF THE YEAR 
or Where to Look for the Right Job 


‘ instead of “‘between you and me’ — or us6 : ; : P 
I Ts iissrreracanctscdadssnicveielasiocussioen ‘“‘who’’ for ‘‘whom.”’ Every time you speak Here is a factual, informative, 24-page job-hunting 
or write you show what you are. Mistakes reprint from TODAY’S SECRETARY that describes 
PIII issih su tu.caciniccnasiak saptamibe atiaiiiace da aon socseuivciadi in English reves! lack of education. refine- briefly the national secretarial employment picture 
ay A oy Bp ya Cas a os ~ and then tells through case histories what it’s like 
City eccccceccccccococcoce ee State ccccrcccccsecooce Only 15 minutes a day with Sherwin to work in different industries and professions. 
Cody’s famous invention —and you can gy i ¢ Especially of interest to the girl who wonders 
: actually SEE your English improve. It erwin ‘ody whether she is suited for a particular secretarial job. 
are PRIN: «6:5 iccrsavecsensnensbenasdsasacnessescmiumeanel teaches by HABIT FORMATION — makes it easier fo do 


Price—25c per copy; $2.00 per dozen 
Send order with remittance to: 


TODAY’S SECRETARY 
330 West 42nd St., New York 36, New York 


the RIGHT way. Self-correcting lessons. FREE BOOK. 
Lack of language power may be costing you thousands of 
dollars every year. See what Mr. Cody’s method can do 
for you: it costs nothing to find out. Write now for free 
book, ‘‘How You Can Master Good English in 15 Minutes 
a Day.’’ Sherwin Cody Course in English, 17411 Central 
Drive, Port Washington, N. Y. (No salesman will call.) 


movers WW6. clea ces. 
Include firm name in address: [_] Yes [_] No 


(Canad 25 cents a year additional.) 


+ 


postage 
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SHOE TOTER, shaped for the spare pair 
of shoes carried to work. on weekends. 
Banish the brown-bag burden by substi- 


tuting this chi cotton-tapestry  toter. 


Floral design comes in red. blue, green, 
or gold on off-white: black patent handle 
and trim. Stands 12 inches high. Send 
$3.95 to The Edwin House, Dept. TS, 
145 West 4 St.. New York 12, N. Y. 





HOLLY TAKES A BOUGH in this hand 
some rattan basket. There’s enough to 
deck your halls, tables, and windows. 
Basket can be used year-round for maga- 
nines. flowers, sewing, etc. Measures 14 
by 12 by 3 inches: collapsible handles. 
Yours for $5.95: from Northwest Cornet 
Store, Dept. TS. Box 1138, Longview. 


Wash. 














FOTO PLUS - Dept.S «+ 





Panel Edge Embossed 







WALLET 


PHOTOS 
QF iow ony 7 


We pay postage — 
no other charge 





NEW EMBOSSED 
DEEP-SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives . . . for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos. 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 
faction and quick delivery guaranteed. 


BOX 10 - NEW YORK I, N. Y. 









we 




















WORLD‘’S 
LONGEST LASTING 
PERFUME 


Most Exciting New Kind of Perfume ever Discovered! 
FREE! GENEROUS SAMPLE 


Send 25¢ to cover cost of handling and mailing to 


NEW PERFUME, Box 285-TS, Arlington, N. J. 


1000 Name & 


Address Labels $1 
ANY 3 DIFFERENT 
ORDERS $2 PPD 

Sensational bargain! Your name and 
address printed on 1000 finest qual 
ity gummed labels. Padded! Packed 
with FREE Plastic GIFT BOX. Use 
them on stationery, books, cards, etc 
1000 only $1. pod. SPECIAL—SAVE 
MONEY! ANY 3 DIFFERENT 
ORDERS $2 Satisfaction guaran 
teed! Handy Labels, 1138 Jasperson 
Bidg., Culver City 1, California 





















For All Your 
Cat-Owning 
Friends 


The Perfect Gift is 
CATS MAGAZINE 
| Articles, Pictures 
News Every Month 
thout All Kinds of Cats 
Send onty $3.50 for each full 
year subscription. 
(Samples 35c) 
CATS—529 House Bidg. 
Pittsburgh 22, Pa. 


Vovember. 1959 














Hike Getting A { 
Gift Sach Month 


Gay Zodiac calendars for each 
month of the year! Description ; 
of Zodiac sign on back, room 
for listing daily engagements 
on inside! Clever, unique 
calendars sure to be appre- 
ciated. 

Zodiac Calendars : 


$ 1 OO postace 


PREPAID 


exciting gifts. 


Thows-Yocuy | 


Dept. 7 
30 W. Lockwood Ave. « Webster Groves 19, Missouri 


.send for our catalog of 


—_ 























ROLLARAMA 
Roll-On Perfume Applicator 


Roll on your precious perfume 
exactly where you want it in just the 
right amount—with no wasteful spilling, 
spraying, leakage or evaporation 


Perfect for purse, makeup case or dress- 
er, ball-point Rollarama can hold a 
dram of your favorite perfume. Comes 
in exquisitely hand engraved gold fin 
ished metal case non-tarnishing and 
satin surfaced together with lustrous 
velvet bag, plus small funnel for simple 
refill. Guaranteed. Only $5 postpaid. No 
COD’s please. 


SCARSDALE HOUSE vv»t.1s 
6 Palmer Avenue Scarsdale, N. Y. 























SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly pcyments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 





CPS PLS 
Professional prestige, new career, top job, pro- 
motion & greater earnings are yours with cov- 
eted Certified Professional Secretary or Profes- 
sional Legal Secretary designation. Our original 
& unique courses, tests & guidance, used in 47 
states since 1953 can help you, too. Write teday 
for free brochure. Business Research Associates, 
Inc., P.O. Box 7092, Long Beach 7, California. 
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When legibility and speed you must combine 
. FINE LINE! 
When dictation’s so fast you think you'll flip 
.NO SKIP! 
When reams of notes must be perfectly clear 
.NO SMEAR! 
When you must take notes on a postage stamp 
.NO CRAMP! 


tuo 


FINE POINT BALL PEN +#+467-F 
*Giant Supply of Lindy Exclusive Formula Ink 


1959 LP CO. INC 


the Oniginil 


L7 acs" 


Lasts Longer... will not skip or tlog! 
**Permanent — Non-Transferable — 
Non-Smudging 
***The Lindy Long, Perfectly Balanced 
Design Eliminates Writing Fatigue 
Ink Meets U.S. Gov't. Specs TT-1-562 


by Lindy Pen Co. Inc. 9 


needs a pal! 
(...a Lindy Steno-Pen) 




















!»? 


FAIR TRADED 
T.1 


ong 7” Size or 5 
Pocket- Purse Size 
(= 457 


NATIONALLY ADVERTISED 
UNCONDITIONALLY GUARANTEED 


12 BRILLIANT 
COLORS 
Color of Cap and Button is Color of Ink 
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NEW HAPPINESS 


to thousands... 
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for their futures! Send for your copy TODAY! 
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$20 DOWN, $20 MONTHLY 
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(Continued from page 64) 

and other entertainment expense. If pos 
sible make your speakers temporary 
lodging a good hotel room. He'll have his 
own way of relaxing after the speech. 
and he can usually do it better there 
than in a private home. Meet him where 
and when he arrives. 

Pay him before he gets up to speak. 
Have his honorarium in a properly la- 
beled envelope. This is standard proce- 
dure for professional lecturers and a 
highly desirable one for all others. To 
be paid in advance gives the speaker a 
greater sense of security, for he knows 
by melancholy experience that unless 
this happens. he may have to ask for his 
money. 

Above all. never say, “Our treasurer 
isn't here tonight. We'll send the check 
later.” These are words never dear to a 
speakers heart. And—it’s the business 
of the program chairman to have the 
check ready. 

When the meeting is over. have some- 
one take your speaker back to his hotel. 
the train. the airport. or wherever he 
would like to go. 


How to introduce the speaker 


In the center of all this preparation 
and action is the moment when someone 
must introduce the speaker. Often. this is 
also the moment when luckless men 
and women—fling caution aside. Now 
they have a chance to really stun the 
public. And they do. 

Well, what ought you to say when a 
speaker is introduced? Not much—that’s 
for sure. Many an audience has been 
made restless. many a speech has been 
ruined, and many a program chairman 
has been embarrassed because he used 
the introduction as a platform for his 
own opinions. Melancholy too. are the 
stale jokes and wormy chestnuts that the 
chairman pulls out of his bag while la- 
boring to be humorous at any cost. 
Usually, the cost is too high. 

The best introductions are simple. 
You cite the qualifications of the speak- 
er. Perhaps you tell a bit about his back- 
ground, the life he leads, the interesting 
things he does. If it is in order, you 
may tell a human interest story about 
him: what he said recently on a fishing 
trip: something generous he had recently 
done. Then you say. “It is a pleasure to 
present John Jacob Fogbound who will 
‘Smokey Joe.” You 
sit down. and John Jacob is off to a 
good start. 


speak on the topic: 


When the whole occasion is over, he 
and everyone else will remember it with 
pleasure. You see. you knew just how 


handle the speaker—with care. 
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ASK THE EXPERTS Q. Should shall or will be inserted in the Q. W hat is the preferred way to type a two- 


following sentence: 1 am determined that line address as an inside address and as an 


(Continued from page 10) WHE siiannncuinn go. address on a business envelope? 





A. The rules governing the use of shall 
and will are as follows: 

To express a future state or action, use 
shall in the first person and will in the 
second and third persons. 


A. When typing addresses in a letter, 
there must be at least three lines. If an 
address contains no street number, the 
typist should put the city on one line, 
the state on the last line. For example: 


Q. In my office, secretaries are required 
to repeat the year in connection with any 
monthly date, as in the following quote from 
a letter 

. On June 20, 1958, the salesman 


A : I (or we) shall be glad to help you. i” 
visited us. On June 26, 1958, Mr. Ray A , hake P| Mr. Joseph Doe 

: ; P You will see him in less than an hour. Lucas 

summarized the discussion, and on July : Cee ‘ 
‘ wa They (or he, she) will find it tiring. Ohio 
3, 1958, the order was placed. : d "iRa Rize : 

Renetie 3 i i ' P ° To express promise or determination, Notice that there is no comma as the 
tepetition may be necessary for clarification opp . ' 

tat use will in the first person and shall in city and state are typed on separate 
at the beginning or end of a year, but “ “tie , 
' , Be the second and third persons. lines. 
wouldn’t a July date in the heading be suffi- , : 
. I (or we) will not be ordered in that 
cient for the above letter? “See ; : 

tone. (determination) Q. Is the following possessive correctly 
{. Such repetition of the year in the I (or we) will deliver them tomorrow. formed? “It is Al Bohling, Jr.’s car.” 
above illustration does seem superfluous. (promise) 
lt is usually assumed that one is talking You shall do your duty if I have any- A. To form the possessive of an abbrevi- 
ibout the current year. If, however, one thing to say about it. (determination) ation, place the apostrophe and s after 
were referring to June 1959 while typing The sentence you quote is of this type the period. Hence, Jr.’s is correct. Similar 
i letter in June 1958, it would be neces- and therefore should read: ] am deter- forms might be: “the C.P.A.’s audit,” 
iry to include the 1959 date. mined that you shall go. “George Thompson, /nc.’s stationery.” 
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Communication Cues 
“A Manner of Speaking.” 


offered by the Bell Telephone Company, 


a new film 


achieves the impossible. It is painless 
propaganda. 

Designed primarily for baffled busi- 
nessmen and their staffs, it illustrates 
twelve tips for ringing up a good tele- 
phone technique. Veteran actor Fred 
Clark (see picture) plays the faintly 
persecuted and more than faintly apo- 
plectic hero who finally gets a line on 





pleasing his customers—via the phone 
wires. 

Among the things a harried Mr. Clark 
learns are these: Identify yourself; trans- 
fer calls promptly; leave a message 
when you leave your phone; place and 
receive your own calls; keep pad and 
pencil handy; list frequently called num- 
bers; don’t say, “Who’s calling?” but 
“May I tell him who is calling please?”; 
if you leave the line, explain; indicate 
vou understand; terminate calls cour- 

ously; telephone others as you would 

lephoned to yourself. 
| running time of this 16/25 mm 
technicolor film is 28 minutes. It is avail- 
able mm ur local Bell Telephone’ 
Company. 
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Words, Words. Words 


Shades of Baker Street and hansom 
cabs, Sherlock Holmes rides the airways 
again via Basil Rathbone and the Under- 
wood Corporation. 

From August 24 on, through thirteen 
weeks, for five minutes a day and five 
days a week on more than three hundred 
radio stations—the great detective has 
been detecting. This time. the subject is 
not murder, but the origin of common 
American words. 

Holmes has been brushing up on his 
knowledge of footprints, tobacco ash, and 
the underworld with interesting results. 
For example, from 221B Baker Street. 
comes the true story of the word, “Hood- 
lum.” 

“It was,” says the sleuth, “created out 


of fear by a crusading San Francisco 


newspaperman who was determined to 
notorious racketeer of the 
1870's. He put the facts in print, but 
saved his own neck by spelling the gang- 
ster Muldoon’s name backwards, chang- 
ing the last letter as a safety catch.” 

This explained, Holmes returned to 
oiling his new-fangled Underwood type- 
writer. This is a featured performer on 
“Word Detective” as Mr. Rathbone taps 
out the crucial word by the usual one- 
finger method. 

We are assured that Mrs. Hudson is 
there to change the ribbon, which leaves 
us with only one comment. 


What! No Watson? 


expose a 


Rosalind Russell vs. Auntie Mame 

As thousands of 
viewers know, 
Auntie Mame 


stage and screen 
Rosalind Russell—alias 





is a lady who knows her 
. 
clothes, both the ordinary and the exotic 





varieties. Choosing them is ABC to her. 

TS readers may remember this from an 
earlier article. Since that time, however. 
a problem has sprung up. Would Rosa- 
lind Russell and Auntie Mame really 
agree on clothes? 

One thing we can be sure of, clothes 
tips from either one would be something 
special for any secretary. So... in this 
corner, Miss Russell. 

Elected to lists 
than almost any woman in America, Rosa- 
lind Russell added to her honors on 
September 14. She flew into Dallas to 
receive a Neiman-Marcus award for “dis- 
tinguished service in the field of fash- 
ion.” 


more “best-dressed” 


Unlike Auntie Mame (who revels in 
bright Indian saris, Christmas tree hats, 
and scarlet cigarette holders) Miss Rus- 
sell joined the “best-dressed” by way 
of the classic line. Her theory? “Tricky 
clothes are dangerous.” 

There are usually two categories to 
her wardrobe—her personal clothes and 
her public clothes. Her personal wardrobe 


likes best 


—mostly suits and evening gowns. Her 


contains all the clothes she 
public wardrobe consists of those fash- 
ions that her fans expect her to wear. 
Each is selected carefully. 
Says Miss Russell, “The 


important points to remember in select- 


two most 
ing fashions are line and fabric.” Then 
come the accessories. 

By the Rosalind Russell's 
house is a full-length mirror. By the 
table. When the 


leaves home, she checks with the one and 


door in 


mirror is a actress 
burdens the other with earrings, pins, 
and bracelets. 

The 


particularly 


reason? Too many accessories, 


unsuitable ones, can ruin 


any ensemble. (This is, of course, ac- 
cording to Miss Russell the actress, not 
Miss Russell—alias Auntie Mame.) 

In color preferences, both come close 
to an armistice. Ranking high are off- 
beat, dizzy colors such as “poison yel- 
lows and dirty blues.” On the more con- 
ventional side, the actress is very fond of 
beige and likes to wear it with jewel 
shades. 

Among the fashion notes she detests: 
short skirts, bared elbows and armpits. 


“Seeing women with bare arms,” says 
Miss Russell, “is like seeing boiled 


chicken legs.” 
Also receiving the silver and ebony 
Neiman-Marcus accolades were Scaasi, 


noted designer of women’s fashions; 
Anne Klein, petite junior designer; 


Adolfo and Emme, master milliners, and 
Piero Fornascetti of Milan, Italy, dis- 
tinguished painter of wood, glass, por- 
celain, and metal decorative objects. 


TODAY'S SECRETARY 
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Remington 
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takes 

the 
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off 


her 


hands... 





SILENTLY 


Thanks to the exclusive “pressure printing” principle of the Reatncron Notse.ess. the merest 
tap of finger tips against the keys assures both beautiful typing and quiet. The Notsevess enables 
typists to turn out volumes of distinctive work with 85% less noise ... eliminates the clack and 
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